INSTRUCTION OF COMMUNITY RESOURCE TRAINERS 
(Training the Trainer] 

"If the learner hasn't learned, the teacher hasn't taught." The 
CRT coordinator has the responsibility for providing his CRTs with the 
necessary information that will enable thee to convey their skills and 
knowledge to others-. 

There are several state CCOH personnel who are available to travel 
to a local district for the purpose of providing a training program for 
CRTs. Such training programs can be accomplished in three or four clock 
hours . 

Another plan for solving th v problem of providing CRTs with effective 
instructional methods will find the CRT coordinator himself .providing 
instruction to his CRTs in a short series of hard-hitting group sessions. 

A third, but time-consuming option, for training the trainer is a 
process of individualized instruction provided by the coordinator. There 
are certainly other strategies, not the least of which might be development 
of an individualized, programed instructional package designed for these 
purposes. Regardless of the strategy selected, however, it must be remem- 
bered that nost CRTs hold down full-time jobs in u ldition to this new 
venture into the realm of education. Their cooperation must be nurtured 
and their desire to be of coroiiunity service reinforced from the beginning. 
Acquisition uf effective techniques of instructing other" will be *uui;ht 
by mo s t , but t he c oo rd i n a tor y b e i n v i t i n t; s udd en wan i ng interest i t 
he attempts to require too many tedious hours uf "learning how to tell 
people about the thin^ i Know lK-.st". 

so 



In any events 3.n inserv ice instruct Ions 1 "program sh.cu Id. be offered, 
sometime during the second or third week of the school tern. After some 
ten or twelve days of coping with the problem of conveying to others 
"that which one knows best", many CRTs will have reached a learning- 
readiness stage . 

To assist in this instruction the following pages are provided for 
the CRT coordinator. The theory of vocational education is critical to 
any vocational instructional program. That theory is well summarized in 
"Prcsser's 16 Theorems of Vocational Education". (The 16 Theorems are 
worthy of review by all vocational educators as well as by those who are 
new to the business O 

More educational information that will be useful to a coordinator in 
providing instruction to his CRTs will be found in the accompanying item 
entitled "5or.e Facts That Affect the Teaching Process". 

The five "stick figure" pages that complete this section of the 
manual may be useful to the CRT in the actual instruction of his student 
trainee as well as useful to the coordinator in training the CRT. 
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PR0SSER f 5 SIXTEEN THEOREMS OX VOCATIONAL EDUCATION 
a Basis for Vocational Philosophy 



Dr. Charles A. Prosser, first National Director of Vocational Education, 
developed and publicized the following sixteen theorems in the early days 
of vocational education development in this count ry as a basi? for sound 
and successful programs. Many attempts have been made throughout sub- 
sequent years to re-phrase or update these statements, without success. 
There are certain minimum standards without which one may not reasonably 
expect to operate a program of vocational education and be effective 
generally in programs of either preparatory or extension education. 
There is little reason to believe that these basic standards have 
changed materially since the early development of the program. For this 
reason, these sixteen theorems are being quoted with a short interpreta- 
tion supplementing each theorem. 

1. "Vocational education will be efficient in proportion as the environ- 
ment in which the learner is trained is a replica of the environment 
in which he must subsequently work/' 

This theorem dictates that the type, kinds, amount, use and 
arrangement of space, materials, equipment and supplies for 
a preparatory program should be a replica of those in 
empl oyment . It has a bearing upon the length of time devoted 
to skill development necessary to approach industrial practice. 
It has implications for quality and quantity production ex- 
pected. It has direct implications for teacher-learner ratios. 
It relates directly to the efficiency with which a student 
transfers from, school to employment. 

2. "Effective vocational training can only be given where the train- 
ing jobs v re carried on in the same way with the same operations, 
the same tools and the same machines as in the occupation itself/' 

The inpl i cat ions of this statement are that instructors must 
have recent employment experience iti order to be skillful in 
the use of the latest equipment and must make use of the same 
types of tools and equipment as would be currently found in 
employment; and, use live work or work identical to that pro- 
vided in employment for instructional experience rather than 
pseudo or so-called project work. Emphasized here is that the 
skills taught should follow the same basic practices as in- 
dustrial employers would expect, and learners should be able 
to move from the training situation to employment situation 
with little need for adjustment. 

5. "Vocational education will be effective in proportion as it trains 
The individual directly and specifically in the thinking habits 
and the manipulative habits required in the occupation itself. " 

Two important education factors are implied in this statement. 
Fi rst - tii ink i n<\ habits, wh i eh i mp i '••'•> that the sc ient i f i c or 
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con^ x ^p\Cf bc f a ^pth a ^ility in mathematics could vary 
and ^>4bl/ o" vari° us occupations as would the physical 
° l h; r c*>* to *istic* of individuals. 

"tf't&it* Voc^^rai ^ucati° n f or any profession, calling, trade, 
0 C^ ils n or r £ lv ?n to the selected group of indi- 

v jd^ V H 0 J ir * ^ nt *it and are able to profit by it". 
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The implication in this case is tha* a teacher cannot teach 
that which they do not know: and, since the subject matter for 
a vocational teacher is composed of the skills and knowledge 
of the occupation, it weald follow that teachers who are rccoo- 
nized as highly competent workers themselves through actual 
successful employment experience would he most desirable for a 
vocational program. The recency of" any such experience is also 
of utmost imnor' rip.ee i f learners .ire to be prepared for current 
expectations of employers; and thus, the recency of work ex- 
perience of the potential vocational teacher is implied in this 
theorem. 

"For every occupation tnere i s a minima™ of productive ability 
which an individual must p^^>^^^ in order to secure or retain 
employment in that occupation. If vocai ional education is not 
carried to that point with that individual, it is neither person- 
ally nor socially effective." 

We see in the above statement a direct hearing upon the pro- 
• ficiency expected of learners who wish to find their place in 
the world of won. Vocational education must prepare the in- 
dividual to meet the; employment requirements of employers. 
Aga in, t o meet t hose emp 1 oyment requ i rei.n a t s requires con- 
siderable preparation which relates to the length of the 
period, day or year required for the particular offering. 

"Vocational education :m:-:t <>;:nize conditions as they are and 
must train individuals to ;:h-*.-; t he demands of the "market" even 
though it may be true thai mure e f f i c i ent„ ways of conducting the 
occupation nay he known and that better working conditions are 
hi&hly desirable." 

Vocational education programs can never exist as merely 
courses in a -rhooi system, but r:u;t hi- considered a 
community-wide p \i v<- 1 . i here fore, this statement implies 
the din- need for t lie use of craft committees; for instruc- 
tors with recent employment experience; and for a program 
that is geared to existing opportunities in the community, 
the area or the state. Instruction beyond, immediate needs 
is encouraged, hut not at the cost of basic current needs 
of employers. 

"The effective establishment of pn.ces-, habits in any learner will 
be secured in proportion as the training is given on actual jobs 
and not on e zeroises or pseudo j<ib<;/' 

Th i s theorem emphas i :e a i\i in t he need for pract i cal , i j ve 
work on uhich learners nay practice devloping the skills 
es sent i :t 1 t o an occupat i on . Learner-, cannot <>bt a i n the fee 1 
for the k i nd of work that will be dnnc in employment when 
worling on p';*-udo jo'-- .r - o* ra 1 I ed ;-r-._iect The worl pcr- 
fo rmed • ! b-- a - identical and a.; up to da t c as possi b 1 e 
with current pract ice in emp 1 o> neni :■■ i t uat ion s . 



"The only reliable source of content for specific training in an 
occupation is in the experiences of masters of that occupation." 

This statement reaffirms the need for occupational analysis as 
the basic method for curriculum development. It also emphasizes 
the importance of effective involvement of representative occu- 
pational advisory committees in assisting in curriculum plan- 
ning. The occupational ly competent instructor must ufislize 
both these resources in the construction of his detailed course 
content. 

"For every occupation -there 'is a 'body of content which is peculiar 
to that occupation and which practically has no functioning value 
in any other occupation." 

This statement has direct implication to the close coordinated 
instructional program between the related technical construe- = 
tion and the skill development phase of the program. The ap- 
plication of mathematics and scientific principles to problems 
of the vocation should be the emphasis rather than teaching 
segregated subject matter- courses which may or may not have 
direct relationship to the need^vpf the student. So-called 
broad or general areas of instruction in the subject matter 
unrelated to the problems at hand will have little benefit to 
the development of a competent worker. 

"Vocational education will render efficient social service in pro- 
portion as it meets the specific training needs of any group at 
the time that they need it and in such a way that they can most 
effectively profit by the instruction." 

This statement emphasizes the desire on the part of an indi- 
vidual to learn, in that vocational education should provide 
what the learner wants at the time he wants it, and in rela- 
tion to his own recognized needs. This theorem has particular 
emphasis to the extension programs for employed workers since 
they will not use their own time to attend courses unless they 
are reaping direct benefits of immediate u^c from such 
attendance. 

"Vocational education will be socially efficient in proportion as 
in its methods of instruction and its personal relations with 
learners it takes into consideration the particular characteristics 
of any particular group which it serves." 

This theorem implies that there is no single set of general 
character! st i cs such as school grades, IQs or other such 
characteristics that should be used a-; a basis for projecting 
vocational success; but rather by knowing the individual 
student's interests, aptitudes and abilities, he can usually 
be guided i nt o successful vocat iona 1 exper i ences or guided 
away from enrolling in occupation.*; for which he is unsuited. 

1 o 2 



15. "The administration of vocational education will be efficient in 
proportion as it is elastic and fluid rather than rigid and 
standardized. 11 

Here the implication is for flexibility within the framework of 
sound standards which support good vocational education rather 
than maintaining a rigid and inflexible plan. Vocational educa- 
tors should be always alert to possible improvement and willing 
to work toward continually adjusting the programs in light of 
changing employment requirements. 

16. "While every reasonable effort should be made to reuuce per capita 
cost,, there is a minimum below which effective vocational education 
cannot be given, and if the course does not permit of this minimum 
of per capita cost, vocational education should not be attempted. 11 

Preparation for employment is generally more costly than 
general education, whether it be at the skilled, para- 
professional (technical), or professional level. This 
additional cost is usually dependent upon the space, equip- 
ment, materials, and the necessity for smaller class size 
than would be true of normal academic programs of instruction. 
However, this statement directly implies that it is better 
not to attempt a vocational program than to operate it below 
the economic level that would lead to success. Vocational 
education is not cheap education, but it. is economically 
sound to provide it. 

If every vocational 'educator responsible for programs tf instruction 
would only maintain this li :t of sixteen theorems in front of them and 
make a serious effort to meet these goals, the result would, in almost 
every instance, be sound, quality vocational education. The more nearly^ 
a vocational program can approach the full realization of these theorems 
in its operation, the higher the quality program will be. Any attempt 
to disregard any one of these basic and fundamental concepts can only 
result in undermining and destroying the program of vocational education 
for the citizens of the community. 



Source of original statements : 

Prosser, C. A. 5 Quigley, T. II. -"Vocational Education 
in a Democracy" American Technical Society, Chicago, 
Illinois, 1949 Pp. 217-252 
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SOME FACTORS THAT AFFECT THE TEACHING PROCESS 
TEACHING IS A PROCESS IN WHICH: 

The teacher plans, presents, tests, and thereby helps learner to under- 
stand information or develop a skill. 

The learner develops new knowledge, new qualities, and new abilities and 
• is able to apply them to a trade situation. 

Even though the learner will not learn unless he takes an active part, 
the instructor is primarily responsible for success. ff If the 
learner hasn't learned, the instructor hasn't taught. 11 

1- The good instructor makes the most effective possible use of the 
learner's senses. 

a. Men learn faster by seeing and hearing than by hearing alone. 
Men learn still faster when doing or saying is added to seeing 
and hearing. It is doing which makes learning permanent. 

2. The good instructor designs his lesson and course to take advantage 

of the three principles of learning. 

a. Readiness. You learn a thing when you feel a need for it. You 
i must be interested. Conditions must be right. * • 

b. Effect . You must get satisfaction out of learning. Satisfac- 
tion comes from the success you have in learning the job. The 
more certain you are of success, the greater the desire to 
leaTn . 

c. Practice . You like to repeat those things you have learned to 
do well, so practice becomes a pleasure rather than drudgery. 
The more you do a thing, the better you are able to do it. 

3. People differ in many ways, and these differences affect: 

a. The reasons they have for wanting to learn something. An 
argument that convinces one person of the need for a lesson 
may not convince another. 

b. The speed and thoroughness at which each person learns. A 
teaching approach that works with one person may not work with 
another. That is why it is important to make frequent checks 
to sec if individuals are learning, re-teaching as needed, 
using varied approaches to get the job done. 

\. > The instructor must remember that adults: 

a. Usually 'can see relationships between what they know and what 
they are studying. If an instructor knows a learner's back- 
ground, he may be able to discuss the lesson in terms the 
learner already understands. 

b v . Are usually active learners and need a chance to apply what 
they are learning. 

c. Are serious, almost always seeking a specific goal. 

d. -Are less inclined to be impulsive and need time to think 

processes and problems through. . 
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THE FOUR-STEP PLAN OF INSTRUCTION 
(With Teaching Points) 


FACTORS' THAT APPLY OR MIGHT 
BE USED TO MAKE- TEACHING 
MOST EFFECTIVE 


STEP I, PREPARATION OF THE LEARNER 

a. Put thq learner at eas^e.. 

b. Find out what he already 
knows. 

c. Get him interested in 
learning. 


4a 


STEP II. PRESENTATION 

a. Tel 1 , show, demonstrate, 
illustrate, and question 
"in order to put over 
knowledge or operation. 

b. Instruct slowly, clearly, 
completely, and patiently 
one point at a time. 

c. Check, question, and repeat. 

d. Make sure the learner 
really learns. 


2b 


STEP III. APPLICATION 
(PERFORMANCE TRYOUT) 

a. Have learner perform the 
operation. 

b. Ask questions -beginning 
with "Why", "How", "Who", 

f i T»n_ it if tin it 

"When", Where", or 
"What". 

c. Observe performances, 
correct errors, repeat. 

d. Make sure the learner 
really learns. 




STEP IV. TEST (FOLLOW-UP) 

a. Test to determine if he 
has learned, 

b. Put him on his own. 

c. Check frequently and be 
sure he follows instruc- 
tions. Taper off extra 
follow-up until he is 
qualified to work with 
normal supervision. 




L _ 
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COMPLIMENTING AND CORRECTING LEARNERS 

f 

A sincere coiSpliment can help make learning more effective. 
Correction, on the other hand, can, block progress if it~is not done 
properly. 

» 

These suggestions will help the instructor handle both correc- * 
tions and compliments. - 

!- Avoid criticism . Nobody likes to be. criticized, and most 
men want to learn; therefore, avoid criticism in the sense of "bawling 
out"' a man for having dene 'something wrong. Instead, show him how he 
CQuld have done it better. 

2. Compliment before you correct . . Always find something on 
which to compliment a man before you correct him. It will make him 
more receptive to your correction. Make sure the compliment is sincere 

. 3. Let the trainee correct himself . When the trainee is in- 
duced to correct himself, the factor of unpleasantness is almost 
entirely eliminated. First compliment, then ask the trainee if he 
can think of anything he could have done that would have made his 
performance better; If he can'tHhink of anything, you will have to 
maKe a suggestion. 

4. Doif't overdo correcting . Good instructors exercise restraint 
when correcting. They know that if they correct every- little thing a 
man doesn't do quite right, they'll make him nervous, damage his self- 
confidence, and instead of being a help, their corrections will be- 
harmful and annoying. 

5. Don't^ correct in front of others . This, the worst kind of 
criticism, is embarrassing and demoralizing. 

6. Don't be too quick to blame the trainee . If he doesn't do 
something right, the .fault may lie" in your methods of teaching. 

7- Encourage the trainee . Compliments are- an^ssential part of 
teaching. They. encourage learning. Use judgment and. do not overdo 
compliments. They can be spaced to serve as a steady support for the 
trainee's morale. There should be a good basis for all co)npl iments , 
but a man doesn't have to do a perfect job to deserv^yff^Tompl iment . 
Improvement or progress, even' though slight, is a basis for a sincere 
compliment. 

8 - Be prompt with your compliments or corrections . Make, them 
immediately following the trainee's performance. Don't do it an hour . 
later or the next day. It- is especially important to compliment a 
person at the- end of the" day— -it sends him home with the feeling of 
success, makes him feel that you were of help, and that working with 
you is worthwhile. 

JOG 
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YOU CAN INSTRUCT 
IF YOU WILL : 




1. PREPARE THE LEARNER 

2. PRESENT THE LESSON 

3. APPLY THE LESSON 

4. EVALUATE YOUR TEACHING 

*/f* the learner hasn't learned, 
o 107 the teacher hasn't taught 10 

tic / m 



PREPARE THE LEARNER 




1. PUT HIM AT EASE 

2. FIND OUT WHAT HE 

ALREADY KNOWS 

3. SHOW HIM HOW AND 

WHERE IT WILL HELP 

4. CREATE A DESIRE TO 

LEARN 108 



PRESENT THE LESSON 




1. PLACE THE LEARNER 

IN CORRECT POSITION 

2. TELL, SHOW, DEMONSTRATE, 

QUESTION 

3. PRESENT, STEP, BY STEP, 

PROGRESSIVELY 

4. STRESS KEY POINTS 

5. EMPHASIZE SAFETY FACTORS 

!U!J 
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APPLY THE LESSON # 




1 . HAVE LEARNER PUT THE IN 
FORMATION OR SKILL TO USE 

2. LEARNERS MUST PARTICIPATE 

3. PREVENT OR CORRECT ERRORS 

4. INSIST ON PERFORMANCE TO 
MATCH INDUSTRIAL PRACTICES 

A 

5. COMMEND GOOD WORK # 

o 1 10 
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CVAUUATE YOUR TEACHING 




1 . CHECK OR TEST PERFORMANCE 

2. BE SURE HE KNOWS 

3. RE— TEACH IF NECESSARY 

4. FOLLOW— UP 

5. EVALUATE AND IMPROVE 
YOUR TEACHING TECHNIQUE 



T EAGER CLRTIFICATION 

In order to assist in the maintenance of the vocational integrity 
of the CRT program, planners and developers of the strategy have been in 
complete agreement that, anong other safeguards alluded to throughout 
this manual, the CRT coordinator would hold a current, valid, Washington 
State \ocational Certificate. In addition to holding a current certif- 
icate, the potential coordinator must also enroll in an instructional 
program that speaks to techniques of coordination of a cooperative voca- 
tional education offering, and which deals specifically with the technique 
of conducting a CRT program along the 1* es of *he model described within 
this manual . 

Furthermore, in order for a local school district to be eligible for 
state and federal reimbursement under any vocational education program, 
the responsibility of that program must lie with a vocationally certif- 
icated individual. Standards lor certification of vocational teachers 
arc av; iiable through the Certification Office of the Coordinating Council 
for Occupational I ducat ion or through the Assistant Superintendent of 
Vocational [ducat ion in the Office of the State Superintendent of TuMic 
1 n st rue t ion . 



COMMUNITY liNDORSIiMhNT AND SUPPORT 



During the two years in which the u>r Progr;un was being piloted, 
many unsolicited and solicited endorsements and testimonials were 
received by the Coordinating Council for Occupational Education and 
by the three school districts in which the program operated. These 
endorsements cane in several forms. Many were oral, but a large 
number were supplied in written for*. A representative sample from 
community trainers, school administrators and students is provided 
on the following pages. 

The first four endorsements were taken from tape recordings of 
local school officials who were asked to express their opinions of the 
program in connection with the preparation of a slide-tape documentary 
developed by CCOl: staff for public information purposes. The tapes 
were used in the documentary with permission of the speakers and are 
quoted here in an attempt to establish at least some small exposure 
to the potential implications that the program has, not only for 
better education, but also for improved schoo I -co^mun ity relations. 
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kethou MaUzy, theae aae veai^ {ew thincc to "motivate 11 oua 
t^oun^ fieo*vte. nictoaica^E/t^, those 6oan heae haue mooted 
theva tvme duain^ the Hu6tic cchoot ueaao. £hzy {ett 
dec tine d to woan in a cawmitt oa in the uoodc, and maa^ 
detiered it ^ootich to concidea anuthvrig etce. 

i.ou thacn^h Cr.i and voua othea uocationat taainin<j 
jxao9aaT.o the uouth aae oein9 motivated to teaan othea cKittc. 
lheu aae be^innvn*-; to ioofi 6etjond the taee-tofvo to caaeeac 
in -{ietdo ouch ac meat-cutting, auto mechanics, fvivntin*}, 
aetata meachandicin^ , -iood fcen»icec f taaideam^, and menu 
oiheao. 

I ua<;e ^ou to do eveauthin<j noooi6te to aetavn and 
eafva/nd the Cni ^aovi^, and u>e chait ouM^at uou in thic 
e^oat- 



Recr^ct-Cuiti^, 
Jock L. Stonea 
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Jack L. Sfof •< 
and 

J»f r» E. Stoner 
EeMari and Publish .•#*. 



Printing 
Publishing 
Office Suppl s 



Serving the Er.nr& 
Methow Valk" 

MAXAMA 
WINTMHOP 

TWISF ^ 
CAXLTOH 
MCTHOW 



P O. ton 97 
(509) 997-3443 
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SlTBJBCTi Community Resource Training 
Methow Valley Schools - 1973 



As a small business operator I am very impressed with the need for 
this type of a training program for high school students. 

In the first place it is a voluntary choice by the student, with 
the advice and help of a qualified person to further his education in 
the direction he most likely would put forth his best effort. This, 
of course, makes everyones time and effort well spent. 

I feel also this approach helps all students attitudes. The 
student on the C.R.T. .program would no doubt put forth his best effort. 
The other students desiring further education would not be held back or 
restricted. This also can make the instructor's do a better job by 
realizing the receptiveness of his students which would demand his 
best efforts. 

The other asset to this vital program is the fact of job realization - 
quite often thinking about a specific job, skill, or position can be mis- 
represented easily. The personal contact of the particular situation will 
either increase or decrease the students inclination for the situation. 
There again, saving everyones time and effort - especially the the student's 
and a future employer. 

I still find it very hard to hire people qualified for my business 
needs and I am convinced the program could help very much. 1 




Eldene Johnson 

General Contractor 

Methow General Service Co., Inc 

Tvisp, Washington 98856 
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8ARTI.N MARIETTA ALUMINUM KEOuCTlON OlVlSlON 

STAR ROUTE 677, BOX 46 
GOLOENOALE, WASHINGTON ©6620 
TELEPHONE (i>09) 773*5811 

May 8, 197^ 



J. D. Stearns, Principal 
Goldendale High School 
Goldendale, Wash. 98620 

Dear Mr. Stearns : 

The purpose of this letter is to relate to you the success of the 
Community Resource Training (CRT) Program in my view as an industrial 
1 aboratory supe rvi sor. 

In brief review, Jeff Pangle, a student at Goldendale High School, has 
been engaged in a program of training as a laboratory technician in 
our laboratory for this school year. During this time he has gained 
experience in the unique analytical procedures of the aluminum industry 
and has become quite able in general laboratory skills. At this point 
he has a level of competence which might be expected of a trained 
junior laboratory technician. 

As proof of this competency i am pleased to relate that effective 
May 6, 197** Mr. Pangle has been hired as a laboratory technician in 
this laboratory on a part-time basis until* the end of the school year. 
During the summer he may be employed full time. 

While it :s impossible to speak for all potential employers, i feel 
that Mr. Pangle would, if he desired, be able to obtain full time, 
permanent employment as a laboratory technician upon graduation from 
High School, and immediately upon employment would be able to give to 
any employer a good measure of his salary dollar. 

We are quite pleased with the outcome of this specific case of the CRT 
program and will be more than happy to take part in such programs in 
the future. 

Very truly yours , 

C. E. Browning 
Spectrograph i c Supervisor 

CE8:kw 
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Student [-valuation 
of the CRT Program 



I feel that thd CRT Program is adding a great deal to my high school 
education. I believe that it's a program that is finally helping 
prepare students for their future lives. 

In my Course as a Nurses' Aide, I am learning what my future as a 
Nurse is going to hold. You learn about the fun and the not-so-fun 
sides of your hopeful career before you throw away all the money it 
would take to further your education only to' find out you just weren't 
suited for it. 

Already I have experienced some rather trying moments that have al- 
most caused me to change my mind. Such as at my first surgery I 
fainted and when I woke up I was almost ready to give up and go back 
to six hours of school filled with P. E. and Home He. but after 3 tri- 
mesters of one and one half hours of CRT a day I've not only definitely 
planned on becoming a Nurse but I also feel what I've learned while in 
the CRT Program will help me in furthering my education. 

I've also found that CRT is not only good for helping you plan your 
future but also for finding employment . After your trainer has spent 
nine months training you to do a job it is more profitable for some- 
one to hire you to do the job than to hire someone without training. 

I can only see one drawback to the program. It does take time from 
your time at school that could be used to take other classes that 
ycyi might also need in your future. 

Overall I' feel the CRT Program is very rewarding and worthwhile to 
the student participating in the program and also to the trainer that 
is training him. 



Becky Biram 
Student 
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Community Resource Training Program 
J Reference Materials 



■I It It O L dOOK 


Edi- 
t ion 


Year 


Publisher & Address 


Author 


No. 


Electronic Communication 


2nd 


1967 


McGraw Hill 


Shrader 




Illustrated Pocket Medical 
D I c t lonary 


2nd 


1960 


McGraw Hill 


Hoerr & Osol 




The Dental Assistant 


4th 


1970 


McCrnw Hill 


Richardson 




Basic Television 


3rd 


1964 


McGraw Hill 


Crob 




Instructor's Manual for 
Basic Radio & Basic T.V. 


2nd 


1971 


McGraw Hill 


Zbar 




The Nurse 1 s Aide . 




1968 


McGraw Hill 


Donovan 




.Medical Secretarial Procedures 


5th 


1966 


McGraw Hill 


Bredow 




Basic Laboratory Techniques 
for the Medical Lab. Technician 


1st 


1970 


McGraw Hill 


Rlngsrud 




Concrete Form Construction 


Unit 
1 >T20 




Do lmar 






Concrete Technolor.v 


_ 2nc_ 


1963 


Delmar 


Portland 
Cement Assoc 


: 

i 


Bricklaying I 


1st 


1952 


De 1 ma r 


Structural 
Clay Prod Inst 


Instructor's Manual for 
BricHaylnp, I & II 


1st 


JL952_ 


De lmar 


Structural 
Clay Prod Inst 
Caldwell 
& Hegner 


L~j 

1 

1 


i 

Geriatric Nursing 




J1ZL. 
1972 

19^8 


Deln.ar 


Instructor's Cuiae fur 
Geriatric Nursin&_ 

Manual for the Nurse's. Aide 


Delmar 


Caldwell 
& Hegner 


1 

1 


Delmar 


Knoedler 




Instructor's Guide lor the 
Nurse 1 s A idc 




1968 


Pel mar 


Knoedler 




Dental Assistant 




1970 


Delmar 


Anderson_ 


. 


Instructor's Cuidi for the 
PgP_ tal Assistant 


1972 


D»* lmar 






Medical Record Manafct-rent 


8th 

r J 


Physician's Record Co.' 
3000 S. RidReland Ave. 
Berwyn, 1L 60402 






Basic Television - Theory 
and Servicing 

Plumbing - 1 


2nd 


} ?7 L, 
1958 


McGraw Hi 11 

Delmar 


Zbar 

Slater 


t 


Teacher's Answer Bunk 


-J 

9th 


1958_ 

1962 
1968 


Pi 1 mar 


Slater 




Plu mbing - 2 


Dc 1 na r 


Slater 1 




i 

Teacher's Answer Book 1 
The Meat We Eat 


De lmar 

Interstate Fi Thiers V~'7j" 
Ju.ML 1 Danvi Uc _IL j 


Slater ; 
Thomas ~ ~> 
Zicfilrr ! 1 


Industrial Education Publication*! 
Distributive Location 
Publications i 


! 

i 


_li 


University of Texas j 
at Austin : 
University of Tt-xas t 
_nt_ Ay MJ n _[ 


Send for | 
Brochure 
Send for 
Brochure J 


J 

■ 
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School Name (ioldendalc 



m IIAVIORAL OBJECTIVE TRAINING PLAN 
ami ~ 
STUM. NT PROCIU.SS REPORT 



I'OHUSI: I I TIT. Cl erk/Typist DOT CODE * 

DATE May 6^ 1975 

INSTRUCTOR ACL OHSTUni NT~ 

f SEX: M E 

STUI)I;NT • > YR . IN SCH: 1 1 lT 



Overall Behavioral Objective: The student will satisfactorily 
demonstrate the below mentioned skills upon completion of this 
training. 



BEHAVIORAL OBJECTIVE COMPETENCIES 

TO ACHIEVE THE OVERALL OBJECTIVE 



NEEDED 'q 



The stut.ent will be able to: 



DATE OF , 
COMPETENCY* 
ACHIEVEMENT 



1. Report for training on a punctual basis; 

2. Give .proper notification of absenscs from training; 

3. istablish a proper, bus inpss- 1 i kc relationship with 
tbe supervisor and other office personnel; 

■1 . Demonstrate the ability to file numerically; 
3. Demonstrate the ability to file alphabetical ly ; 
b. Demonstrate increased proficiency in typing skills 

a. Using a manual typewriter; 

b fc Using an electric typewriter; 
7. Type -correct ly the forms used by the office; 
6. Type the documents used by the office; 
y. Type correspondence correctly; 
10. ttee the 10-key adding machine; 

•11. Compile, information using files and other records; 
1 2. Post f i nanci al i reformation; 

13. Use correct follow-up procedures; 

14. Develop correct telephone technique when: 

a. Answering the phone; 

b . Taking mcssiges; 

e. Obtaining information by telephone; * 

15. Creet the office quests and give them basic 
i nformat ion; 

16. Develop the correct handling skills for recording 
■ - incoming and outgoing mail; 

17. Dress properly -for the office situation 



2 1 



COURSE II TL 
INSTRUCTOR 

<p student 



School Name 



BEHAVIORAL OBJllCTIVi; TRAlNJXr; PLAN 
and 

STUMiNT PROCRLSS REPORT 



07. (MPS 



DOT CODE 

DATE _ 

ACE OF STUDENT 

SEX: M V 

YR. TN SCII: 11 T 



Overall Behavioral Objective The student will be able to perform 
those skills of a nurses' assistant. These skills include: taking 
x-rays, preparing for exams, and taking blood counts. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE Till; OVERALL OBJECTIVE 



13. 

14, 
15. 



The student will be able to: 



Direct patients to exam room - basic hx of illness; 

Take temperature, pulse, and* blood pressure; 

Know hypodermic injection technique; 

Set up for minor surgery; 

Know initial care of accident victim; 

Assist in minor surgeries; 

Use a»t»tic techniques; 

Caj^T for) surgical instruments - including steriliza- 
tion; 

Care for the central supply area, x-ray department, 
and maintenance room; 
Develop x-rays; 
File x-rays; 

Take the followi-ng x-rays: chest, hand, finger, 
arm, ankle, foot, toes, knee, KUB, skull series 
and elbows; 

Do laboratory work: ure of cell counter et 
hemoglobin meter, hematocrit deterramo^ion; 
Do routine urinalysis; 
Care for lab instruments. 



4. 
5. 
(>. 
7. 
8. 



10. 
11. 
12. 



DATE OF 
COMPETENCY 
ACHIEVEMENT 



CRT A- 74 
9 



13 



School N 



biilAVIORAL OIi.fl.CT I VI: TRAIN I Ml PI AN 
and 

STUDENT PROGRESS REPORT 



COURSE TITLE Clerk. General 



DOT CODE 



INSTRUCTOR • 



AGE OF STUDENT 



DATF. Octob er 2. 1973 



SEX: M F XX 



STUDENT 



YR. IN SCII: 1 1 12 



Overall Behavioral Objective: The student will be able to demonstrate 
to the satisfaction of the trainer those skills required of a clerk/ 
typist in this office. 



The student will be able to: 

1. Report for training on a punctual basis; 

2. Cive proper notification of absences from training; 

3. Establish a proper, business-like relationship with 
the supervisor and other office personnel; 

4 . Hi lc numerical ly; 

5. Tile alphabetically; * 

6. Demonstrate increased proficiency in typing skills 

a. Using a manual typewriter; 

b. Using an electric typewriter; 

7. Type correctly the forms used by the office; 

8. Type the documents used by the office; 

9. Type correspondence correctly; 

10. Use the 10-key adding machine; 

11. Compile information correctly using files and other 
records for this research; 

12. Post information properly; 

13. Use correct follow-up procedures; 

14. Develop correct telephone techniques 

a. Answering the phone; 

b. Taking messages; 

c. Obtaining information by telephone; 

15. Greet the office guests and give them basic v 
information ; 

1(>. Record incoming and outgoing mail; 

1". Dress properly for the office situation. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



DATE OF 
COMPETENCY 
ACHIEVEMENT 



2G 



14 



School Name 



KHIUIORAL CdUCI'lVI. TRAINING PLAN 
and 

STUDENT PROCKiSS REPORT 



C04*ISL 11TU Cenex 



ration 



iftsTRinrroR 



\ 



DOT CODE 290,46 8 

DATE 

AGE -OF 3TUDEJCT _ 

SEX: M F 

YR.' IN SOt: 11 1 



Overall Behavioral Objective: The student will know the general 
operations of a grocery store. 



BEHAVIORAL OBJECTIVE tOMPETENC I ES NEEDED 
TO ACHIEVE THE OVER A LL OBJECTIVE 

The student will be able to: - * 

1* Receive incoming stock; 

J. Order stock; 

3. Stock shelves; 

4. Price articles;. 

5. Keep daily inventory control; 

6. Stock refrigerated food* cases; 

7; Tally customers purchases in cash register; 
8. Make change; 
9* B*i groceries. 



DATL IN- 
COMPETENCY 
ACUEVE'fcNT 



21 



15 



Scbool \usae 



Hi \t\\ 10RA1. OKJi.riiU. TKMM.Vi NAN 
% * and 

STUIM M VRiKMi SS KEPORI 



LOtUtSL TfILL Kadi a t or Eclair 
INSTRUCTOR 



in)T CODE 17,0 101 



m;l of STUDIKf 

SEX: M f 

VK. IN SGI: Ti 



1? 



Overall behavioral Objective: Learning experiences specifically 
concerned with the installation, operation, testing, and trouble 
shooting of various types of air cooling equipment ,-irtd of the controls 
needed for operation. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE Tlii OVERALL OBJECTIVE 



The student will be able to: 

1. Repair cooling systems, in autorootive vehicles; 

2. Test radiators for obstructions or leaks by pumping 
water or compressed air through them; 

Flush radiators with cleaning compound to remove 
obstruct ions ; 

J. Remove radiator core from automobile and clean it 
by poking rod through it or by boiling it in water, 
immersing it in solvent, or by a combination of 
boiling out and rodding out; 

T*. Solder leaks in core or tanks using soldering iron; 

0. Disassemble, repair, or replace defective water 
pump; 

7. Replace fault/ thermostats and leaky head gaskets; 

8. Install new cores, hoses, v and pumps. 



DATE OF 
COMPETENCY 
AC«EVE*!tKT 



28 



16 



.school Naac 



Blll\WOR\L l»BJI.CI IWi TRUNIN*, PLAN 
and 

STUDENT PROCKLSS kLfORT 



COWSL i I ILL Siles Clerk DOT CODE 290,47 8 

DATE 

INSTRUCTOR AGE OF STUDENT " 



SEX: M F 



STUOLNT YR. IN SCI I: 11 12 



Overall Behavioral Objective: 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
_ TO ACHIEVE JUL OVER A LL OBJECTIVE _ 

The student will he able to: 

1. Order oerchandi^e; 

2. Keep shelves stocked with merchandise; 

3. Trice articles; 

4. Prepare inventory of stock; 

5. Tally customers purchases in cash register; 

6. Make change; 

7. Wrap or bag merchandise. 



DATE OF 
COMPETENCY 
ACHIEVEMENT 



OtT A- 74 



17 



School Name 



iSHiW JURAL OBJECTIVE TRAINING PLAN 
and 

STUDENT PROGRESS KLPORT 

COURSE TITLL Meat Cutting DOT CODE 17.2903 

DATE 

INSTRUCTOR Ai;E OF STUDENT 

SEX: M f 



STUDENT 



YR. IN SCH: li 12 



Overall Behavioral Objective: The student will have the knowledge and 
the skill to become a meat cutter. 



"> 

5 . 
4. 
5. 
6. 



8. 

<J . 
10. 
i 1 . 
12. 
13. 
14. 
15. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
l6 ACHIEVE THE OVERALL OBJECTIVE 



DATE OF 
COMPETENCY 
ACHIEVEMENT 



The student will be able to: 



Keep a sanitary and safe training station; 

Accept instruction and criticism from a supervisor; 

Dress appropriately for the job; 

Get along with the public; 

Sell over-the-counter; 

Take orders >n beef and pork; 

Order beef aid pork from supplier in the right 

quantity and number for the busines.*; 

Bone meat; 

Break front quarter for retail cuts; 
Break hind quarters for retail cuts; 
Mix meat to grind; 
Wrap meat ; 

Do basic cuts with hand saw; 
Cut meat with power saw; 

Or the display case: selling and advertising. 



r m 
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Form CKT A- 74 , a 

9 is 



ERIC 



School Name 



BHI.UIORAL P&JI.CTIU. TRAINING PLAN 



and 

STUMAT PROGRESS REPORT 



, COURSE TITLL Bookkeepine 



HOT LODE 



INSTRUCTOR 



DATE July 1 2, 1973 
A(iE OF STUDENT ~ 



SEX: M F 



STUDIiNT 



YR. IN SCH: 11 12 



Overall Behavioral Objective: The student will be & capable and 
employable bookkeeper. 



The student will be able to: 

1. Manipulate the various machines in the officer 
10-key adding machine, 10-key calculator, typewriter; 
photo copier, and telephone; 

2. Journalize the cash journal; 

3. Add and balance the c^ish journals; 

4. Post the $ neral ledger; 

5. Compute the payroll; 

0. inter the payroll into the general journal; 

7. Balance the general ledger; 

8. Journalize the monthly miscellaneous adjusting 
entries; 

1) . Coraput e f i nanc i a 1 s t at enicn t s ; 
10. Compute closing entries. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



DATL OF 
COMPETENCY 
ACHIEVEMENT 




£P A~74 

ERIC 



19 



School Name 



BM1AW0RAL OB.Mi.TI VI: TRAINING PLAN 
and 

STUDENT PROGRESS REPORT 



COURSE 1 I ILL Leather Goods 

INSTRUCTOR . 

STUDENT 

Overall Kchavioral Objective: The student will be able to do all 
phases of building and repairing of leather goods. 



1>0T CODE 17 .5 400 
DATF. August 28 "197? 
ACE OF STUDENT" ' Tg~ 
SEX: M XX F 
YR. IN SCM: 11 iJ~ 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



DATE OF 
COMPETENCY 
ACHIEVEMENT 



The student will be able to: 



.1. Sck.. on four -different sewing machines: long arm 
Singer flat top, Champ harness stitcher, Singer 
patch machine andpfaff upholster; 

2. Trade leather; 

3. 'Cut leather; 

4. Hand sew leather; 

5. Hand stitch leather; 

6. Treat leather; 

7. Die leather. 



i 

! 



32 

20 



School \aiue 



BUIAUORAl ifRM.lTlYh TRAIN IV. 
and 

STUDENT PKOCKESS KEPOR'I 



PLAN 



COURSE i i ii.l. Budv 5 rend er Repa ir 



DOT CODE 17.05 01 



INSTRUCTOR 



L>ATE Septem ber, 18, 197 2 
ACE OF STUDENT 



STUDENT 



ShX: M * : _ 

VR. IN SCH: 11 



Overall Behavioral Objective: The student will be able to do all types 
of* body work refinishing and reconstructing. 



The student will be able to; 

1. Remove dents using the proper tools for a specific 



2. Lxpand metal using proper care and judgment; 

3. Cull dents using the proper tools; 

4. Mix, apply and smooth out putty; 

5. Do light sheet metal welding; 

<>. Prime, repaint and touch up automobile finishes. 



BfcHAVlORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



DATE OE 
COMPETENCY 
ACHIEVERS' I 



job ; 
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School Name 



BIIIAVIORAL ' 3.JI.C1 i Vii TRAINING PLAN 
and 

STUDENT PKOCKLSS KLPORT 



COURSE TITLL Log scaler 

instructor 

stuplnt 



IK)T CODE 

date 



ACE OF STUD! NT " 

SEX: M F 

YR. IN SCH: 11 JJ 



Overall Behavioral Objective: The student will" be able to operate" on 
a beginning level as a log scaler. operate on 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE TH1. OVERALL OBJECTIVE 



The student will be able to: 

1. Recognize different species of logs; 



4. 
5. 



8, 
0, 
10. 



Use the scalers tape correctly in determining 
accurate lengths of logs inc.'ading trim; 
Use the proper scaling arrangement of every log- 
Use the cedes for defects and fill out a scalirg 
ticket properly; 8 
Determine the various defects in a Jog and how chev 
apply to volume and grade bv species- 
Scale logs within the allowable limits of the + or - 
5* net scale; 

Use the Scribner Decimal "C" Scale Rule; 
Use safety procedure in scaling; 
Pass written scalers test. 





DATL OF 




COMPETENCY 




ACHIEVEMENT 


ter; 





* 

I 
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ERIC 



22 



School Name 



BIHYUORAL OBJECTIVE TKAINIM; PLAN 



and 

STUDENT PROGRESS REPORT 



COURSE TITLE Retail Sales Mgmt. 



DOT CODE 



INSTRUCTOR 



ace of student 



DATE Septe mber 7, 1973 



STUDENT 



SEX: M r XX 



YR. IN SCH: 11 \2 



Overall Behavioral Objective: The student will demonstrate those 
skills necessary for a person to become an assistant manager in a 
retai 1 store . 



The student will be able to; 

1. Develop signs for in-store advertising; 

2. Develop newspaper advertisements consistent with the 
policy of the store; 

5. Make sales; 

4. Use skill in using the following forms: refunds, 
receipts, I.C.A., return registers, order forms, 
red-line adjustments, guarantees for tires and 
batteries, gun registration forms, electronic 
equipment and tire registrations; 

5. Show skill in handling all freight procedures: 
check-in, returns, and freight claims: 

6. inventory; 

7. Develop a skill in human relations, telephone 
conversations, and handling complaints; 

8. Develop skill in the following cash procedures: 
making change, making the bank deposit, counting the 
house bank, ordering change, accepting checks, 
handling credit applications, handling credit ' 
approvals, and handling credit ratings; 

y. Compute hourly earnings; 

10. Calculate the payroll taxe^ ; 

11. Compute the business taxes; 

12. Write checks; 

13. Determine when merchandise must be paid tor to take 
advantage of discounts; 

14. Understand the business expenses called overhead; 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



DATE OF 
COMPETENCY 
ACHIEVEMENT 




T A- 74 



23 



The student will be able to: 
15. Dress properly; 

lb. Report for training on a punctual basis; 

17. Make arrangements for absences from training 

before- the reporting time. (°4-hour advance 

notification of absence) 
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Schooi Name 



BMIUIORAL OBJLCTJU TRAINING PLAN 
and 

STUDENT PROCRESS REPOR'I 



COURSE TITLI; Retail Sales 

INSTRUCTOR _ 

STUDENT 



DOT CODE 

UAT}: Octob er __2_. 1975 
ACE OF STUDENT 
SEX: 



M 



XX 



F 



VU; IN SCH: 11 12 



Overall Behavioral Objective: Upon completion of this training the 
student will have developed the skills necessary for a person to 
enter this career with entry level ability. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



The student will be able to 



6. 

7. 

8. 

9. 
10. 
11 . 

12. 

13. 



Dress properly; 

Report for training on a punctual basis; 

Civc proper notification of absences in advance of 

training time; 

Demonstrate a proper, business-like relationship 
with the trainer and other personnel; 
Make change; 

Close the daily journal; 

Develop correct telephone technique; 

Use correct selling techniques; 

Perform accurate inventory; 

Develop correct store opening procedures; 

Prepare ceramics for firing, firing the kiln, 

painting, staining and glazing; 

Show artistic skill in the proper development of 
mod-podge, fl ower ' arrangement , and gift wrapping; 
Ability to recommend items in the following craft 
areas; mod-podge, oil painting, tale painting, 
flower arranging, Chenille craft, bead craft, 
stitchery, macranie, foam craft, and candle making. 



DATE OF 
COMPETENCY 
ACHIEVEMENT 



;j7 



ERje 



25 



1 



School Name 



BEHAVIORAL OB.N.CTI Vli TRAIN iNr; PLA." 
and 

STUDENT PROGRESS REPORT 



COURSE T ! TLli Nurses T Aide 

INSTRUCTOR 

STUDENT 



DOT CODE 

DATE August Ig, 1975 
AGE OF STUDENT 

SEX: . M- F 

YR. IN SCH: 11 12 



Overall Behavioral Objective: The student will be ahie to perforin 
those skills of a nurses' aide in a convalescent hoire. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



The student will be able to: 



1 . 
2 . 

3 . 
4. 

5. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 
13. 
14. 

15. 
16. 
17. 
18. 

-19. 
20. 

21 . 



Dress properly; 

Use currect handwashing technique to prevent the 
spread of disease from one person to another; 
Help a woman patient take care of her hair; 
Keep the patient's room in a clean and orderly 
appearance; 

Know the correct fire procedure; 
Strip, wash and make a bed; 
Care for the flowers of a patient; 
Serve food to a patient; 
Move a patient; 
Help an ill person walk; 
Sterilize bed, pans and urinals; 
Hive a back rub; 
(Uve a person a bed bath; 
Help a patient shave, Vomb his hair, clean his teeth, 
care for his nails, and ;<r$ S s and undress. 
Assist a patient during a tub bath; 
Assist a patient during a shower; " 
Install a foot board and rails on a patient's bed; 
Admit a patient to the convalescent home; 
Discharge a patient from the convalescent home; 
Describe the procedures to follow when a patient 
dies; 

Take the blood pressure of a patient; 
Give a patient an enema; 
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DATE OF 
COMPETENCY 
ACHIEVEMENT 



n CRT A- 74 



26 



The student will be able to: 



23. Describe those situations where heat therapy may be used; 

24. Describe those situations where 1 therapy may be. used! 



3!) 
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School N;ime 



IM.IIAV iOKAI. OB.li.CT I VI- TRAINING PLAN 
and 

STUDENT progress report * 



COUKSb TITLE T axidermy 

INSTRUCTOR 

STUDENT 



DOT CODE 17^99 

DATE July 13, 1972 
AGE OF STUDENT __ 

SEX: ' M F 

YR. IN SCH: 11 12 



Overall behavioral Objective: The student will have the knowledge 
and skill to mount anv ; animal or bird. 



BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED 
TO ACHIEVE THE OVERALL OBJECTIVE 



DATE OF 
COMPETENCY 
ACHIEVEMENT 



i'hc student will be able to: 



I . 

2. 

3 . 
4. 

5. 
6. 
7 . 
8. 



Skin and apply preservatives to small animals and 
birds; 

Build body form from" measurements taken on skinning 

of animals and Ix^rds; . 

Apply the hide to the finished form; 

Do the necessary procedures to mount medium sized 

animals and birds; 

Do complete wall head mounts ;- 

Do rug mounts with open mouths; 

Do rug mounts with closed mouths; 

Do complete body mounts of large animals. 



.40 • 
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School \u*k 



BHIW10RAI OfUMTUI- TRMNIV 'IIVN 
a iuJ 

STINH.NT raoiau ss ki mm 



LO**lSt TlTLL Draft ing 
INSTRUCTS _ 

sniDfjNrr 



UATf August 19, 197 2 



AO: OFSTWI NT . 

sr x: W XX I 
YR. SUI: II 



Overall Behavioral Objective: The student^will have developed those 
skills of a draftsman at the entry level* 

f 



MJ4AVIORAL OWCCTIVE CQWiTFNCRS NEEOLf) 
TO ACHIEVE TIC OVERALL OBJECTIVE 



The student will he able to: 



OATfc OF 
COMPETENCY 
AG4IEVEMLNT 



1 . 



4. 

S. 
6. 



11. 

u, 

IS. 

IS, 
16, 
1?, 



Name the drafting equipment as it if displayed; 
t*o basic e*erc ises with ease using the drafting 
equipment ; 

Shorn skill using the straight edges and pencil; 

Sho%» skill using the straight edges and ink; 

S4*ow skill using the curves and pencil; 

Shorn skill using the curves and ink; 

Show skill • sing the straight edges and Curves in 

ink on »vlar; 

Show skill using the Leroy Lettering Set, 

Show skill using the rapidograph pen with straight 

edges and curves on paper and on myl ar; 

Hurnish on numbers and pattern sheets; 

Demonstrate the proper handling and care of all 

etguipment; 

Describe t hi- types of maps used by the Harming 
Comtssiom; 

Read stenographic pairs; 
ft*eoonstrrfte survey skills; 
Pcwmst rate saar» construction and drawing; 
Shorn \ amil larity with engineering drafting; 
f a»il iaritv with design drafting. 
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School Nam*. 



HIIIW lORAI Ohm liu TRXIMV ,^.|A." 
.i»d 

stupi \ i vanaa ss w.nmi 



HOT CODE 



toiiUSL IN 1.1 _ IvnUi^Awistant. 

*Cfc on>Tlii)| NT" " 



S II NUN I 



SEX: m r~Vf 

^ R - IN SCI I: fl i ~~ 



Overall Kchuvioral Objective: The student will demon,*,.,/. Vk 
s^lis required of a dental assistant Jeroonstrate those 



J tie 



10. 
1 1 . 

i : . 



BEHAVIORAL 0WtCTI\E COMTUFNCltS NEED! I) 
jro_AQlU .VE Tiff Oll liAUJMEf.TUt- 

student will be able to: 

Use correct chairside procedures in assisting a 
patient and the dentist during a treatment- 

it SeTUTSf 1 "" **^<" of 

t|>e correct procedures for making iw-^ssions 

Use correct procedures for getting a patient"ar«l a 

"11 r 00 ?, rc * dv for th * d *«al procedure to be 

conducted by the doctor; 

Identify by name, each tooth of the human mouth; 
Identify by name, the honey and tissue structures 
ot the numth; 

Use correct procedure for Verilizing all instruments! 
roJ« C ° rreCt pfOCcdure for cleaning the treatment * 
'Aaintain correct attitude a dental assistant; 
Identify by nane, the dental instruments and 
eqwipwent ; 

U*c correct procedure for hand lire sterili-ed 
instruments and equipment; 
[>re<« prorerlr. 



HATL Of 
COMPETENCY 
ACHlEVL'tLNr 
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Schoul Name 



BEHAVIORAL OBJLCTIVt TRAINING TLAN 
and 

STUDENT PROGRESS REPORT 



trims*. TITU 

INSTRUCTOR 

I, flu 

STLTifiNT 



Overall Behavioral Objective: 



DOT CODE 
DATE 



ACE OF STUDENT 

SEX: M 

YR. IN SCHTTl 



lT 



RtlMVIORAL OBJECTIVE COMPETENCIES 
JttfMfl 10 AO'ILVl: THE OVLRAEt, OBJECTIVE 



The student will be able to: 



ESTIMATED WIS. 
OF LEARNING 
TIME 



dATe 5T~ 

COMPETENCY 
ACIIIEVEMI M 



ERIC 
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School Name 



BMIAYIOLU Oail.CTIVi. TRAIN I Nit PLAN 
an J 

s rum vr progress retort 



course i nxr 

INSTRUCTOR 
STUIK NT 



dot coot: 

DATF 



AGL OF STUDENT 

SEX: M F - 

yr. in sCHTTi iT 



Overall Behavioral Objective: 



BEHAVIORAL* OBJECTIVE COMPEIt'NCIFS 
JL" I", ACI'UVI THEOVLRAL I. OFUECT I VE 



The student will be able to: 



ESTIMATED tms. 
OF LEARNING 
TIME 



"bXtt br"" 

COMPETEN'*y 
ACIIIbVEMi NT 
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APPLICATION FOR ADMITTANCE. INTO THE 
COMMUNITY RESOURCE TRAINING PROGRAM 

CRT coordinators who haw piloted the program hnve discovered that 
there is certain information that is essential to some understanding 
of a student 1 * motivation and desire for enrolling in the program. Such 
information may also be useful in working with the CRT who will train 
the student. Information about trainees can be obtained from an appli- 
cation to be, filled in by the student. It is recommended that the CRT 
coordinator use a formal application form as the basis of a personal 
interview that he would conduct with the student applicant. Furthermore, 
if the demand for enrollment in the program is heavy and the size of the 
program is limited , the application form may well serve as one component 
of a selection process. 

' There are two forms suggested n the following pages (CRT B-74 and 
CRT Bl-74). The coordinator may find that either one of these fonas is 
compatible wit** the circumstances that exist in a given district. Some 
coordinators may choose to redesign one or both of the forms to fit 
existing corkiitions. 
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sciiujl nami; [>AT | 



APPLICATION IOR APMHTANCL INTO Till! COMMUNITY ULSOIIRCl; TRAINING PRt HjRAJJ 

Name of Student D at e 

~" (. last ) (first) 



felephone Number 



Mother's Nane 
lather's Name 



Occupat ion 



Occupat ion 



Occupat ion a I Plans 



Age (last birthday) Pate of Mirth Mt . wt 

Physical Condition Remarks 

\ddre ^ s 



CUT Offerings: List Priorities 



Others; 



High School Credits: (Including ninth grade) 

i'ngi i sh 

Soc i a ! Sc i one e ~~ " 

Mat lima t ics 1 
I o re i st n I anguagc 

s c i one e "~ ~ 

t 'orotic rc i a 1 " " ~ 

Hi story 

\ oc at i on a 1 ' 



What subject < eo you need for graduation? 



i'c you intend to go to college? Reason 



n what extra-curricular activities have you taken part? 



.... List those you t«ish to take part 

m this' y c a r : 



a--- reference- three teacher- un.Ier *hon you have studied for at least 
one ^ctester: 



o :ki b-74 
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School Name 



PATE 



APPLICATION FOR ENROLLMENT 
COMMUNITY RESOURCE TRAINING PROGRAM 



please pr1vi 
name 



MAILIN(; ADDRESS 

telephone 



DATE 01 BIRTH 
I ATI II IV S NAMr 



Elementary School 

Junior High School 
Senior High School 



YEAR IN SCHOOL (1973-74) 

GRADE POINT AVERAGE 

MOTHER* S NAME 



EDUCATION: 



Fran 

From 
From 



to_ 

to 
to 



Mint Jo vox. plan to do upon graduation from high school? 



REFERENCES: 

Do Not i i st Rclat i vos. 

* dmv Address Occupation 

I. 



wliAT TYPE OF TRAINING LO YOU WANT? 

l*t Choice 



2nd Choice 



COMMUNITY RESOURCE TRAINER CONTRACT 

It is essential that the Community Resource Trainer and the school 
understand the nature of the services to be performed by the trainer. 
Basic activities at least should be detailed in the form of a training 
agreement. It is recommended that all CRTs agree to and sign the form, 
CRT C-74, or something very similar. In addition, those Community Resource 
Trainers who will receive some form of wage or stipend from the school 
district for services rendered, must be under contract with the district 
in much the same manner as would be those other lay citizens of the 
community who mifcht be employed to provide services. Form CRT D-74 has 
been used successfully. Both forms appear on the following pages. 

Compensation paid a trainer may also cover supplies and equipment 
rental that are necessary for the training program, but that would not 
otherwise be necessary for the conduct of the trainer's business. It is 
incumbent upon the CRT coordinator to consult with the local school 
adm nistration in order to be certain that all local regulations and 
policies are included in the contractual agreement. 
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School Name 



Date 



Pistribut ion 

CUT 

Coo rd . 

Supt . 



Principal 



COMMUNITY RESOURCE TRAINING PROGRAM 
For All CRT's * 
Training Agreement 
The following Community Resource Trainer 

represent ing 

(name of lousiness or firm) 
agrees to provide training in the basic skills, attitudes, and knowledge 
deemed necessary for a person to develop a saleable skill at an entry 
level as a/an 

This training will be provided for the following student- learners : - 



on a dail> basis while school is in session. 

The Community Resource Trainer realizes that daily instruction and 
close supervision of the student- learner is a necessary and essential 
part of this training. The students' training may be terminated upon 
notification to the Coordinator by the Community resource Trainer. 

The Community Resource Trainer will consult the Program Coordinator on 
any problems that arise concerning the performance of the student- 
learner(s) . 

The Program Coordinator will assist the Community Resource Trainer with 
training problems pertaining to the objectives of the training, out 1 inc. 
The Program Coordinator will provide assistance in obtaining instruction- 
al materials and supplies. 

The Community Resource Trainer shall at all times maintain a student- 
trainer relationship consistent with the provisions of the Department 
of Labor and Industries. 



Signed 
Pate 



(Trai ncr ) 



Signed^ 

Signed 
Signed 

4!* 



(Superi ntendent) 



(Principal ) 



(Coordinator) 



School Name 



COMMUNITY RESOURCE TRAINER CONTRACT 



It is hereby agreed, by and between the Directors of School District 

No f County of . State of Washington, and 

that the Jatter shall be 

compensated as a Community Resource Trainer and will function in accord- 
ance with the Training Agreement attached hereto • 

In consideration of such service, he/she shall be paid by the School 
District at the rate of $ per hour. 

This agreement shall be in force from , , 19 * 

to , 19 . 

Date Signed 

(Community Resource Trainer) 

Approved by the Board of Directors of ~ 

School District No this oay of 19 . 



i Approved by 

Fchool District Superintendent 



I»ate: 



0 -i CRT D-74 

ERLC 
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STUDENT TRAINING AGREEMENT 

Although the CRT program is not a traditional vocational cooperative 
training strategy, it draws upon some of the techniques that have been 
developed over long years of experience in cooperative education. One 
of those techniques is the requirement that the student and the school" 
enter into a training agreement. Such an agreement spells out the respon- 
sibility that must be assumed by the student in order to assure not only 
that the educational effort is successful fo,r the student, but that the 
present and future integrity of the program is protected. 

Prograip integrity is critical if CRT is to s, — needs of future 

students. One-way to help establish integrity of a program is to lay out 
a standard of reasonable conduct commensurate with the expectations that 
employers traditionally have of employees—a standard that attempts to 
assure Community Resource Trainers of appropriately motivated students 
in return for their instructional effort. 

Form CRT E-74 has been used to good advantage in impressing upon 
trainees the need for attitudes conducive to an effective learning 
atmosphere. It will be noted that the agreement is signed by the student, 
the coordinator, and the parent in order that all are aware of the charac- 
teristics and requirements of an educational strategy unique among tradi- 
tional high school offerings. 
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SCHOOL N AMI: 



DATE 



Distribut ion 



Student 



Parent 



CRT PROGRAM 




inator 



STUDENT - SCHOOL TRAINING AGREEMENT 



High School 



School District 



'Student ' s Name 



Date 



I AGREE TO ABIDE BY THE FOLLOWING CONDITIONS: 

1. To drop all activities which interfere with my succssful completion 
of education and training in the community school program. 

J. To maintain proper personal appearance requirements of the course in 
which enrolled. 

3. To be in attendance as required unless excused by the community 
resource trainer. 

4 To maintain proper behavior required for learning to occur for my- 
self and others. 

5. To maintain proper business conduct at all times. 

6. To abide by any and all rules and regulations, practices and pro- 
cedures of the community school program not specifically stated 



7. The student has responsibility for providing his or her own 
transportation to location. 

I UNDERSTAND THAT ANY VIOLATION OF ANY PART OF THE ABOVE AGREEMENT MAY 
RESULT IN MY BEING DROPPED FROM THE PROGRAM AT THE DISCRETION OF THE 
INSTRUCTOR. 



I have read and understand the above agreement my son or daughter has 
entered into as a pre-rcquisite to acceptance into the community school 
program of vocational education and training. I grant permission for my 
son or daughter to be enrolled in this program and will assist in helping 
my son or daughter to live up to the terms of this agreement. I p uler- 
stand that my son or daughter is enrolled in a high school training 
program and will receive no financial reward during instructional hours. 

SIGNED SIGNED 



above. 



SIGNED 



Student 



Coordinator 



Parent of Guardian 



DATE 
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CRT COORDINATORS CALL REPORT 

There are probably a? many different call report forms as there are 
school districts with cooperative vocational education programs. The 
CRT coordinator will benefit from keeping a record of coordination 
activities. The next page provides an example of a very simple format 
(CRT F-74). There are several reasons for keeping a call report file. 
Chief among these are: 

1. The coordinator has a record of conversations with the trainer 
that relates to student training station problems that might 
best-be solved in a school or classroom setting. 

2. The coordinator has a record of trainer comments regarding 
the student's progress (or lack of it). 

3. The coordinator may be called upon to justify his time being 
spent in the comjnunity, outside the school plant. The call 
report file provides logical documentation on those few occasions 
when such justification seems most appropriate. (It is not 
uncommon for some school districts that support vocational 
cooperative programs to require, as a simple matter of course, 
regular and periodic submission of coordinator call reports.) 

4. . The coordinator has a record that may be used as the basis for 

preparing an annual district report on CRT program activities. 

5. The coordinator may use the call report as the basis for 
establishing a file for potential community resource training 
stations. ^ 

o3 
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School Name 



Date 



Course Title 

CRT Instructor 
Student 



Date 



CRT Coordinator's 
Call Report 

H Company 

Address 

Student 



■t 



•o 
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• a 

STUDENT ATTENDANCE RECORD 

The student attendance record may well vary from one school district 
to another in keeping with local attendance policy. The sample displayed 
on the next page (CRT C-74) has been used effectively in at least one 
school district with a CRT program. The purpose of an attendance record 
is three- fold: 

1. It provides the trainer with a record of the number of hours 
that he has devoted to the training of his student. 

2. It assists the coordinator with at least one estimate of 
progress in terms of hours of training that the student has 
devoted toward completion of the behavioral objectives. 

3. It may provide the school with an attendance record for 
reporting purposes for state reimbursement. Here again the 
coordinator is well advised to consult with local school 
administrators to local attendance policies and regulations. 
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School Name 



Date 



CRT Program 
MONTHLY ATTENDANCE REPORT 



Student 



D.O.T. 



Month 



Instructor 



Course Title 



Day 


In 


T 

am 
pro 


I ME 
Out 


an 


In 


; 

T 

an 

pm 


SME 
Cut 


am 

po 


TJ 
aia 

t 


rue 

IMC, 

l 
J 

UUl 


pa 


i 

TftTAt 

IUI AL 
HOURS 


1 


















In | pm 

J — 1 — 








2 


























3 














! ! 




4 








4 
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J 
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TOTAL ATTENDANCE HOURS 



Comment s : 
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THE CCttMUNITY RESOURCE LABORATORY 
FACILITY/TRAINER DESCRIPTION 

It is entirely possible that in a given community there are certain 
training station sites that would be more appropriate than others. On 
the occasion that a CRT coordinator migfht have for touring and/or observing 
a particular training site, it behooves him to record his impressions of 
the instructor's qualifications and the training station or laboratory 
facilities that are available to the student. Such information is 
valuable tc the coordinator in documenting his selection of a particular 
site when such documentation becomes necessary. 

Information about the facility and instructor are valuable aids in 
informing the student about the station in which he will be learning. 
Parents may also wish to have some insight into their youngsters 1 
educational environment. The coordinator may wish to update his information 
about instructor and facility qualifications when changes occur on *he 
training station site. Such records should prove to be invaluable, not 
only for future reference by the present coordinator, but alstP fyr refer- 
ence by any future coordinators who might be employed by the district. 

Coordinators of cooperative education programs have learned tfre 
desirability of setting standards for local training stations that are 
in line with community educational philosophy. The suggested form displayed 
on the next two pages, CRT H-74, can be useful in serving as the basis 
upon which local training station standards can be established. In 
addition to a suggested blank form, a sample which has been filled in 
will be found. Noteworthy attention should be given to the description 
of the learning activities, particularly as *iich activities differ frorm 
the statement of behavioral objectives discussed earlier in this marual. 

57 
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School Name 



COMMUNITY RESOURCE LABORATORY 



Dental Office of 

Name of Company Dr. Smith Owner/Manager Dr. Smith 



Address Phone 

Ms . Jones 

Instructor Ms. JstbHSOL 



Brief description of instructor's qualifications- 



Ms. Johnson - Inservice training plus seminar classes in- practical 
management for dental offices, office techniques and * -ray Also 
training courses for dental laboratory assistants 
Description of laboratory facilities: 

Dr. Smith has a large, well-equipped office with two patient treat- 
ment rooms, a dental laboratory, office space and reception roll 



Describe the learning activities that will U ' c place: 
The following is a partial list of the> student's learning. activities : 
*' of^wtSJmy 1 bC giVe " assi « nments related to the study 

2 * H^.fn«? ent ^ b f , giVCn stud r assignments related to dental 
terminology and will apply SuC h terminology; 

S'JjyiT WlU A e giVCn applicable experiences 

to patient record keeping; 

4. The student will be involved with the doctor/patient rela- 
tionship at chairside; 

fa 5 * Sf! S , tu J ent WiH bC giVCn ex P erie nces in the dental laboratory 

* ^ ^ence, to ,-ray ^ 

7 ' c^tL^ to telephone 



m CRT II- 74 
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School Name 



COMMUNITY RESOURCE LA BORATORY 

Name of Companv Owner/Manager 

Address 



Thone 



Instructor 



Brief description of instructor's qualifications: 



Description of laboratory facilities: 



Describe the learning activities that will take place: 



0 51 
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School Name 



COWttJXITY RESOLT.CE LA BORATORY 

Name of Company Owner/Manager 

Address 



Phone 



Instructor 



Brief description of instructors qualificat 



ions : 



Description of laboratory facilities; 



['escribe the learning activities that will lake place: 
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CRT DOCUMENTATION OF COSTS 

The Community Resource Trainer may find it advantageous to identify 
the costs that are incurred by his venture into the cause of education. 
Some will find that there are materials, supplies and equipment rental 
costs over and above those that are experienced in the normal operation 
of a business enterprise. The form supplied for this purpose is CRT 1-74 
Such documentation may be of value in requesting school district reim- 
bursement for unusual and/or regular additional costs. An accumulation' 
of such information from a number of community resource trainers would 
go far in establishing the case for strong community support of the 
program . 



(jl 



School Name 



Date 



CRT Program 
Documentation of Course Cost 

(Name of Business) 
(Date) 

(Name of Trainer) " 

(Title of Course) 
Expenses 

a. Supplies such as; 



. $ 

b. Equipment such as: 



$ 

c. Loss of time: 



* 

d. Others: 



S 



(Coordinator) (Trainer) 
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STUDENT EVALUATION 

It is recommended that CRT student's progress be evaluated by the 
trainer and the coordinator on at least a quarterly basis. The evalu- 
ation should be based upon the pre-established behavioral objectives. It 
is important that the coordinator explain to the Community Resource 
Trainer what the basis for evaluation will be with such explanation being 
made both at the time the student begins his training and at the time 
that the evaluation is made. It is suggested that the trainer will fill 

f 

out the evaluation form in the presence of the trainee so that positive 
and negative comments can be discussed openly. The completed evaluation 
form should be reviewed by the coordinator and the trainer prior to the 
coordinator's review with the student. Sample forms, CRT Jl-74 and 
J2-74, are provided for the periodic evaluation. * 

There should also be an evaluation of the student upon completion 
of the course that describes the competencies that the trainee has 
developed. Sample form CRT J-74 is provided for that purpose. On the 
page following the sample evaluation forms, there will be found a sample 
Completion Certificate that should be awarded to the student. It is 
recommended that the awards be made to CRT students in a public or student 
body meeting. 

For students under 18 who will enter employment in hazardous 
occupations, for which the CRT training has been provided, the Certificate 
of Completion is absolutely necessary for such students to receive a work 
P ermit from the State Department of Labor and Industries. The experi- 
ence of those who have piloted the CRT program has shown that the 
Completion Certificate is also a valuable tool for the CRT graduate in 

03 
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applying for a job because it spells out the nature of the job training 
and the competencies that have been developed. 

In addition to the sample Completion Certificate, the reader will 
find a sample "Honorary Degree" certificate. This certificate is awarded 
to those Comity Resource Trainers who have given of time and effort 
to provide local high school students with job entry skills. These 
certificates may be awarded in a number of ways, fron, the simple hand 
delivery by the coordinator to the trainer, to an awards ceremony or 
appreciation banquet in which the local superintendent or some other 
school official would present the certificate. (The appreciation banquet 
might well be planned, sponsored and carried off by the students in 
hdnor of their trainers.) Such a ceremony might also be the occasion 
for awarding of Completion Certificates to the student trainees. 
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Date 



ERIC 



Community Resource Training Program 
Student Quarterly Evaluation Sheet 



Name of Student 



Date of Evaluation^ 

Training Station 

CRT Trainer 



Course Title 



The student has achieved the following specific 
Behavorial Objectives of the Course: 
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School Name 
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Date 



CRT Program 
STUDENT EVALUATION SHEET 



Quarterly 



Name of Student 



Rated by 



PERSONAL APPEARANCE 

Dresses according to the rules 


Above Needs ' 

Avera g e Satisfactory Improvement Conner • 


Grooming is above reproach 










Speaks well and uses a good 
choice of words 










Presents a businesslike 
appearance 










HUMAN RELATIONS * 
Cooperates with trainer 










Accepts suggest: a 1 ,? and 
instruction 








is courteous ana friendly 








ATTITUDE TOWARD LEARNING 
He is inquisitive 










He is enthusiastic 








Gives Attention to details 








IMPROVEMENT IN SKILL 

Is gaining j>ood working habits 










Is able to think for himself 








Recognizes value of the training 
opportunity offered to him 








punctuJlity 

Arrives on time 










Arranges for lateness or for 
time-off in advance 









ERIC 



School Nam o- ^ • ( Date 

CCfcgUNITY RESOURCE- tRAINING PROGRAM 
Evaluat ion for Completion of Course 

Name o£ Student 



Date 



Training Station 



Trainer 



Course Title 



The student has met the entry-level standards in the following competencies: 
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COMMUNITY RESOURCE TRAINING PROGRAM 
POTENTIAL TPAJNER SURVEY 

The form on Page 59, CRT is recommended for use in developing a 

file of information on potential training stations. Information for this 
file might be accumulated by the coordinator during a concert*ated effort 
to identify possible training stations either prior to enrollment of 
students or after enrollment has been completed and student training desires 
are specifically known. The best way to obtain data for this form is 
through a personal interview; the form may be completed during the initial 
interview with a potential trainer and made a part of the coordinator's 
call report file, CRT F-74 (p. 42). 

It will be noted r^iat some of the information sought here is also 
found on Form CRT H-?4 (p. 47), The coordinator may wish to consolidate 
selected information from these two foras to establish one form for local 
use that provides the necessary data for a complete file on training station 
sites. 



S8 



Schoo 1 Name 



Pate 



COMMUNITY RESOURCE TRAINING PROGRAM 
POTENTIAL TRAIN I. R SURVEY 



Company or I 1 rm \ame 
CRT Instructor 
Vho no 



St root Address 



Number of Training Stations 
Student Assignments: 

Name Course Title 



'i^e of Dc 



a v 



CRT Compensation Required: 
Add it lonal Comments: 



Text and Supply Rcvjui ronent s: 



I'osc-iption of potential training "U^ratorv" and qualification* 
of trainer: 



t» CRT K-M 
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INSURANT!: 

Whenever a student leaves the school premises, insurance coverage 
is a factor that must be seriously considered by the school administration. 
In the CRT program there is a concern for insurance coverage for the 
student, for the school, and for the Community Resource Trainer. Placing 
a student with a trainer off campus negates school liability insurance 
unless the superintendent contacts the school insurance agent to make 
him aware of the fact that students are being trained off campus, It is 
critical that the insurance agent understands that off campus training 
of students may take place at any time during or outside of the traditional 
school hours. Unless the school insurance agent is made aware of this 
extension of the school program into the community, the trainer may become 
liable for student injuries. It is incumbent upon the coordinator to 
impress upon the trainer that the trainer is not liable—that the school 
insurance covers the trainee and that the training situation is, for 
insurance purposes, considered to be a school classroom. The Community 
Resource Trainer must have this assurance if he is to be expected to 
continue his efforts in the training program. The scfuOl administration 
must make certain that the student, Community Resource Trainer and the 
school district are covered with appropriate insurance. 

For students who are receiving training in "hazardous occupations", 
it is important to know that this designation does not apply to a training 
situation. 'Training" implies that the student will learn the safe way 
to perform a task rather than discovering safe and unsafe practices through 
trial and error learning as is too often the case in an actual employment 
situation. The coordinator r^&t assune the responsibility of analvr ; i> 

r ■ w* 

i ( 



cvei 7 training program for unsafe conditions and potential hazards if 
he is to function in the best interest of his students. 

In summary, then, with regard to "hazardous occupations", it appears 
that students under 18 may train in such occupations under strict super- 
vision, but may not be employed in such occupations without evidence 
(see section of this manual on Student Evaluation and Completion Certif- 
icates) of completion of supervised training in the occupation. The 
specific behaviora. objectives for the course «,« iaciude safe ty tr ai„i ne 
applicable to the specific job for which the student is being trained. 
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STATE A.V) FEDERAL REGULATIONS 

There are certain legal constraints that affect cooperative education 
and other educational activities that find students in training stations 
outside the school plant. In the State of Washington the applicable 
legislation, policies and regulations fall within the purview of the State 
Department of Labor and Industries. There is alsro some federal legis- 
lation that impinges upon student training outside the actual public school 
site. On the following pages there will be found lists of applicable 
documents, excerpts from legislation, and information about sources of 
additional knowledge relative to student concerns. 

It must be emphasized that the CRT student on the training station 
site is under close supervision of a trainer qualified in the occupation 
for which instruction is being provided, r>nd that the training outline 
is developed in such a way that there is good assurance that the student 
will not be involved in productive labor during his training and instruc- 
tional period. Furthermore, CRT coordinators are urged to work in close 
cooperation with personnel in the Washington State Department of Labor 
and Industries. Constant attention to all appropriate rules and regu- 
lations are highly desirable in this regard. 
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ILxcerpt from "Employment 
Relationship Under the Fair Labor t 
Standards Act 11 

United States Department of Labor 
Employment Standards Administration 
W3ge and Hour Division 



TRAINEES 

The Supreme Court has held that the words fl to suffer or permit to work", 
as used in the Act to define "employ* 1 , do not make all persons employees 
who, without any express or implied compensation agreement, may work for 
their own advantage on the premises of another. Whether trainees or 
students arc employees of an employer under the Act will depend upon all 
of the circumstances surrounding their activities on the premises of the 
employer. If all of the following criteria apply, the trainees or 
students arc not employees within the meaning of the Act: 

(1) the training, even though it includes actual operation 
of the facilities of the employer, is similar to that which 
would be given in a vocational school; 

(2) the training is for the benefit of the trainees or 
students; 

(3) the trainees or students do not displace regular 
employees, but work under their close observation; 

(4) the employer that provides the training derives 
no immediate advantage from the activities of the 
trainees or students, and on occasion his operations 
may actually be impeded; 

(5) the trainees or students arc' not necessarily 
entitled to a job at the conclusion of the training 
period; and 

(6) the employer and the trainees or students under- 
stand that the trainees or students are not entitled 
to wages for the tirne spent in graining. 
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Publications School Administrators 

Should Have in Their Files -and 
With Winch They Should Be Familiar 

. ' ' - . ' ) 

"Employment Relationship Under The Fair Labor Standards Act 11 

WHPublication 1297 (Rev) February 1973 
"Handy Reference Guide to the Fair Labor Standards Act M 
"A Guide to Child 'Labor Provisions of the Fair Labor Standard 

WHPC Publication 1258 Revised January 1969 

Write to: U. S. Department of Labor 
Wage and [lour Division 
1821 Smith Tower 
/ 506 Second Avenue v 

Seattle, Washington 98104 

"Enjoyment Standards" effective April 15, -1974 

For this and other publications related to State Labor Laws: 

Write to: Lvelyn M. Hylton, Supervisor 
Fmployment Standards Section 
, State of Washington 
Department of Labor and Industries 1 
General Administration BuiUJing 
Oiympia, Washington 98504 



Hi 
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STUDENT TRANSPORTATION 



It must be made clear to the student and to the student's parents 
or guardian that, in the final analysis, the student is responsible for 
his own transportation to and from the school site and the training station. 
There are several transportation options that the local district may wish 
to consider. First is the possible use of a school bus to transport a 
group of students to and from a common, central location. This option 
may be considered in order to. reduce individual student costs and to 
retain some measure of school control over student travel, A second* 
option would provide school authorization for students to travel i4i 
their own automobiles. A th)rd option would see establishment of a 
system whereby parents provide transportation of students. A fourth 
option is the, obvious car pool (vhich may be provided by either students 
or parents. 

There are regulations available fro* the Transportation Office of v 
the State Superintendent of Public Instruction that deal with several of 
the options listed above. Such regulations provide, under specified 
conditions, for state reimbursement of transportation costs for educa- 
tional purposes. The local school administrator should investigate these 



possibilities. Again, the student should understand that whe 



fails-, l^alone is responsible for transportation to and from his traini 
station. 

/ ' 
/ 
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SOME POSSIBLE AREAS OF OPERATIONAL CONCERN 

' The area of interpersonal communicat ion;* is a catter otf con. era in 
nearly every hmnan activity. The CRT program does not deviate from the 
norm in this regard. It is essential chat coiamunications lines are 
open between and among tie CRT coordinator, CRT students. Community 
Resource Trainers, scrool district administrative staff and school 
faculty. 

CRT coordinators iuve identified several potential problem areas 
during the course of the piJot project. Those concerns that s-*-eued to 
be particularly coaoon or difficult are described below. There are few 
if any pat solutions, but there are many plausible courses of action that 
have been bort; of necessity. system of communications among CK1 
coordinators across the state will do much to identify possible ofvctive 
solutions to sosae of the problems mentioned below. The CRT coordinator 
is urged to record action taken, and procedures and t;chni^u^s used in 
ttir.'viatin^ cordon concerns, "t is suggested *hat such a record fu r.ade 
t r:jr, of the local coordinators cop* of this )^ ! ;nuu: for possible i.:*->er- 
t 2 * ■ n in subsequent e d ; * uwj . 

i. -^tud'-nt c :-t nci-s can be a problem if tht student f a i 1 t: to call 
tht i fr-.h ■■ '. i the t H !' . Mepv should ?;e taken to i".rrr-- 

a;vr t b . -T Jdi i* r V ,! ; orr inrt . ?' • 4lli?i,; ... - when ab •; I. • 

' .■■ r: - ' i i i *.■ h.i'. n the Cortnpriity kwiurv i' Trainer .. i . i 

Vivv -i •.. •••••i tfu-u,:hr *. rbc*! f h< re^fons ibi ; i ty that he a--. .J 
wr.< ri •: i£re« ! t •.. becorK a "school teucht r ,; .. i 'n ot ;* ». , ..if. ... 

tl'.i;r:rl tb: i':.frj, iln'-'if, ,H iH; T.i '1 ... ![,; tb.lt hf t ; \ i j : ] *■ 



iamaediately. In order to saye the program for a particular 
student, the coordinator oust act with all due haste to ward 
of, jch an action. Frequently the problem will lie In a 
misunderstanding or lack of coiamunication between the stu-Jent 
and the trainer, but: the problem may .„lso reside in a mis- 
understanding between the trainr ■ and t!. training agreement 
with the school. 

Another source of difficulty may arise when: there are student- 
trainer personality conflicts. There are a number of techniques 
that a coordinator may use to resolve, or at least alleviate 
such conf I ict s . 

There is a possibil ity .that a trainer may feel that tin coordi- 
nator is not coordinating. Such a feeling nay be rer.I in that 
the coordinator Day inadvertently neglect to call upon a trainer 
if little or no difficulty has been apparent on the part of the 
student or his training station. The coordk.ator «houk. estab- 
lish a rainijsura call calendar ami make his calcnd'.r kr>v»;i to all 
trainers. Provision will be iaad - for additional calls tv -c 
tr.ade at :ay t ir,e the stuaviit or :ra;ner cesire The coordinator*' 
counsel . 

Lark »f <-"Aidt nt interest in the CRI vro^r.m juiy he r*tr rv« 3 uit 
:t a < "u-!2i . at iorj proi-Ur: ■■etwet.n the coord inat *yr , ai.M .hool 
^••■••if:<,t,-";r- aiu; r.:hir ,ch(.,?l stL.fi . tr is th< rv >pon if, or 

the c< rdinat..»r t<- kv<.p the- i. um, r 1 ...»r ,> , • ■ eat .-,,». . * ■ ■ • an.; 
the f-ti;h -Ju-ni prirvipa' .f">rn.*d. * a vi d mat >: r • i . mj 1 
>" jrr. jd'.-r " It I :• v'i • j rt/^u i ■.» r and *..t.a > • Main- par' \>f Mi' i. ; t K<r 
* ■*'■*«"■• *uow!-d f ;*- i . ;-r-. r,r ..if, the par? of a 1 .) :i, : h ■ S/o] 

H i 



personnel, it is unreasonable to expect counselors to inform 
students or to suggest that students inquire about the program . 

6. Another potential problem area relates to one of compensation 
for the trainer. Such compensation may take the form of a 
stipend or wages or simple reimbursement of the trainer *s 
expenditures for instructional materials over and above normal 
bus-ness expenses, ihe trainer J&ay, at the outset, be magnan- 
imous to the point of declining any offer of compensation, hu~ 
during ti;e course of the year, may decide that compensation is 
a matter for real concern. The coordinator and the schojl 

ad "r. i n i ? r r . \ i i o n ^ s t be \ - r epa red t o a c t a pr ropr itxto'l y » .n order 
to resolve the problem before a & u( '"- 'aining station is lost. 

7. There will be occasions when the Community Resource Trainer will 
find it necessary to fr.ove *o another community during the course 
of a L.hool terrr;. T>e coordinator shouli have a plan that can 
inu;u Ji:itc*y become yper^t iona j in an attempt to salva.;-: as r:iKh 
of the training effort as possible and accomodate the ne^d« of 
trie stu,..v.nt *hu has Kui jgr.ed to train under the f'R'l in 

que st ion . 

s. When the Cf-T coordjna^o- is work if i; Mth the trainer dux:: the 
* ouj-v ,f :r.itri*wt j nil, ruy often 1\<1 hi-self in tli mi: 
eo^-is-.-lr r . it is - s s:>eritial tn,it - ti ever, ontact the ■ »o i j j nat - 1 

"'^ rtal t-H.-vni tht triinrr arr ; ■.-,«. >i< ? m, ■ 

t {■>?». il iro''len-, ( .v.J ':<r T r,» ; tie : - tu-T n T pro' ;:. tn.it 



The CKT coordinator must show and feel the same, personal concern 
for student-trainer problems. The coordinator constantly- najst 
assume the counseling roll when conversing with the s ,tuder.-t 
about his relationship with the trainer. 

A potential problem area car: be side-stepped when the coordinator 
rakes it absolutely clear to all parties that confidential 

t 

intonation taken :ro:.- the trainer a! out the student [or the 
student about thv trainer j will rv aain confidential. The coor- 
dinator and tb- s :udcnt both T *;u.r^ ^..c^r.ize the confidential 
nature cf sei:;c bur- r.tv- 5 p. icri, t are indigenous 10 each 

traij:;p.j.; -sta'io.'i Such i or »" u;*.' ii -lty lsus; " 1 impressed upon 
the ..tudi.*nt 2;; rJ:u to » i ;.i:;e potcnti.u =.c-n, errs of the trainer. 
A pro,i.;r:i;:: of positive public rvUticrs between the coordinator 
(school. i and LfiTs v ■ i .» nuch to reiicv , potential problems. 
. r is c*-;s fc *nt that the covrdii.it-*- ake a point to t.'.u^ all 
*ho i-.avc part it jpat j in ar;d . ...vi-rattu wit*: the prr;ra: at the 
en.> uf the year- - ,-;.ploy<. — . , trai'-.f-., s'jpcrv i sors , v .( 
ad sinistral >n, Acuity, and p.<ren i> " 'honorary ;»e>i c 



ADVISORY COMMITTEES 

The ioca.1 vc ;:a iiona ! education committee is one of the hallmarks of 
vocational education. It ha< 'oug been recognized that a working repre- 
sentative advisory committee van serve as the back-bone for the effective 
operation of a well -planned vocational education program. There are 
numerous publications that speak to the purpose, establishment and operation 
of vocational advisory committees . One such publication is produced by 
the American Vocational Association and is available from Publication 
S^ies, American Vocational Association, 1510 ' w Street, Washington, 
v. C. 2000j . The name uf the booklet is The Advisory Committee- «-nd 
v ocational Z.& nation . It was published in 1969 and sells for $1,'.5 ->cr 
copy with a 10: discount on orders of ten or more. In addition to mat 
booklet , the fo- lowing page •> provide the CRT ' >ordtnator with valuable 
Information relative % the utilization of advisor; committees, Critical 
po i nt s to he cons i do re . * •': wo i f. j ng w i t h 1 oc a 1 adv i ■•<> ry c omrai 1 tet s are 
as follows: 

i * . ha t t i , o y \ > e v s t a i 1 1 i s h ed i n a J co ru a u c e with ft a sh i n>; t on S t a t « • 
reij u regents for such w omrai t tees, 

ir-ihen an advisory .rornmit ■•. ee meeting i> called, the coordinate!' 
>U>uld have :Je;.:t;fi< ; defir te '-tirposi: for the meeting. The 
I -.a'j'OM; ot .all .1 <<.'•.;.• the akj of "having a meet in,-. " 

d . e ^li ' t pay . 

■v Ke: ad'.'i ■ r> cu!i::ttte« • * t < : ; ; • I'Trv-J on a re^.lar 

' . i . '!...»..; 

. K» i . ? *; r e»:u I : • > : ti r w 1 nee t ; m;/, . 

ERLC 



Provide bulletins, memorandums or other written communication 
to all memfers; 

Consult with individual menbers between meetings. 
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State of Washington 

s r ! !.;:iNTr:,;ji::rr or smiblh* iNsiKiicn.r-; 

division of Vecat ional-Technical and Adult f ducat ion Service ". 

. Old Capitol Bui 1 J : 
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UTILIZATION OF AS I SOKV COMMi" H Ft. > 



ihe term "Advisory Committee" refer- to tne cw.itt^e or committees 
appointed by local school authorities in connection with the operation 
of a local program of vocational education. 

PURPOSfS AM) FUNCTIONS CT APYISUitt ..OMMITThLS 

Advisory coj^it^oes ure organized for the general purpose of 
making the vocational education program as efficient and effective 
a v possible s o that c o nmi 1 n i t y \ n d t raj n o e s na v ' • \ < ^ rve d to t h '. - 
greatest advantage. The i r functions include ivo Mmeadat ions and 
a d v 1 c e tu the 1 oc a I <cu( >n 1 a u t ho r : t y on such, natter s a s t h <, ■ 
f o 1 i owi : 

- t -taM i-hinc; iCar.i !-^ fa ■« --.election of Trhiives. 

2. V--X err. . n in,; Trar i m» netni- a: id tra.ninc. ■ a ihi i i t i.e^ . 

3 . !»' ton:.;:' iM-; content and l-.-nc,!*; of , njir*:- 

i - rr. r;i .. .,u;*J i f ' -\i ' i -n . needed for ai. ! ^■h-cun); irivtj T ur 



M;; ei,;M i p-ii- " * rid ; n- r t rue? ; --na « . .■ s «. ] ,iitd e t a 
■c i f i e it : i : • r - . ;m ;n j a re a •. . 



at 



■ i ru. t 
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at 
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TYPES OF ADVISORY COMMITTEES: GENERAL, INDUSTRY, AM) OCCUPATION' A! 
COMMITTEE^ 

The term "general advisory committee for vocational education" is 
used here to designate an overall advisory- commit. i-e which nay be 
utilized by local sclu >1 authorities in the vocational education 
program within the geographical area served fcy the school system. 
m This committee will provide advisory service, in determining school 
system objectives and policy in connection ; . th the types of voca- 
tional education services that are needed-4^ the ^oamunity and the 
relative emphasis that should be given to the several phases of 
the program. This committee may also provide a desirable rela- 
tionship w.th the public. The committee does not becor involved 
in the details of the specific training functions fui an industry 
or occupation and should never be used instead of industry or oc- 
cupational committees, but may supplernent such committees" in the 
♦romotionof toeir interests and responsibilities. 



"Representative advisory committees" are sonu.-times referred 
"industry advisory cormirt; _s." These conr : : te-. > ma/ he u>o 
suggesting or d"rrrmi:iing types of Iraining service needed ; 
industry such .arcraft, machine-l A , shipbuilding, elec t 
and restaurant. This type of commit t may aii.o be used to 
ment craft or occupational coianu trees within an indusrrv. 1 
not advisable to use this type of committee in pi anr : ng cour 
anj facilities for trainir^ in specific occupations. It ma., 
used, wwever, in selecting members r r cr-r.ft or occupational 
committees that do have this rospo;. ibility. 



to a:- 
J in 
or an 
ri cal , 
■ojpp !c- 
t i s 

be 



'Vraft or 
t raining 

th thv dot..; is" Of Tin 
. ■ r«.'C,.»:^:iei:::'H- that tin 
•» i M e in :■ 1 :?nn me cour' 
the trail;;::, i •*. \\\ a n 



.-cupational commit ce«. arc those used in plain, in 
v a specific craft or occupation, and arc involv- 
train in,:: program content and length. 
i type ot committee b^ u~ed wherever 
^ of instruction -md particularly uh 
•on-nt ieeabS e crai * . 



• ll u * "-e commit t'.v> ^ ame into --eing throu.y appo intmr uf of thv: 
^■ : 'V h y l»^al sci ' 1 *• ; i-Jth;f,t!-i. Ap, inttaeiif n f "mi^K-j- U) t he 
co: ,:?m r tee - should b» ba>ed upon the rec ; 'nurse ndat i ens of th*. cn',;.,ii:.i 
lions, iru i/;. tries, or -roups which the. forose" 



)MPO^n ION 



f a.. ; i vim. iji f :o^ri 1 H I 



; i.-y ' "ommi t t ee for V 



"■•» t "t l trie act, :*.es of 'he .'-iv.-ral advisory commit : for vocation; 
■^ducaMon an. '>*">,:1> promot onai , it :s advisable 'o p.-; -sent 

toon i ror:: - ■ as ;> Mb:- ; f the organisations or group: withjn 

# ae communii) intero.Tec: ..>: all :-hasts of vocational >:<hicatjon. Tin 
coojim** - r?ay consist of - many as 2D or /•) members. Kind* of org; 
i:.it 's^ns Wit!i industrial interests if ;m\ br r av oir ed on rhi--" 
commi-tr-' <nc.!udo: L< rural Labor .on v i i . ' t. a 1 trades Council, 



Mu tiding ' r.'Kir - I ounc .: 1 , St it *- rrnplu/r.ent i 



tions, H-ieral and Stan 



. f -n 1 "v e r 



) a- 



appreat « i{. ? ra i r; ; n • .MH-r.cio., rhanber <^ 



Conunerv e, veterans' t >rpuni z it ions , and servicv cius--. Any ot ; nT 
organized groups which nay be helpful in the prompt ion of tin- overall 
program may he included. This corarairtee may : ave an executive board 
of four or si\ members who can riect as frequent iy as neces-ary on call 
of the v chool authorities to consider matters or" urgency pertaining to 
the vocational pro;; -arc. 



Repre sentative Advisory '^>inn ' ttecs i'i r I ndus t ; i 5 ! £<Juc 



Represent ar i ve advisory committees for industrial educa t 1 on or in- 
dustry advisory co»r:iittees should be composed of equal r ej > re sent a- 
t ion fram indu- trial nana^OMent and labor, ''ember- should be selected 
by fhe mJustrn ; ->r organizations they r^pre -enT . lr.cse counii ttees 
will he rr.ost effective if their membership is confine-a to si.\ or 
eipjit, with alternates for each, position. 

draft or Ocea na*: i on il A dvi sory dormti tt a, s 

Jdraft or occup.e i<Mial advisorv committees should also consist ef 
equal represent at lea fro- in.: t v i • ra:nva:a v at ;ral !*--V:ir ! or.pl oyer- 
i»ni ioyee), appointed by "heir t e-- pet f : v employers o. la'a>r on;aniza- 
:ioas. \ii .nenbers, houev r, -heula ■ uuaiifiod • ither as worke rs 
or supervisor- th- occupation th n the coriniictee r< are -aa- : s . \ 
committee of : a\ u- i r.iit '.i!a alternates i :- irost 'tfective. r; 

it is recor'inra h d a; the ca*,e ef aapreu: i ee » : ■ 1 .* ac>mpat inns ■.■Jiciv 
!< joint nana y er: ent - ' i'"' ir anpreiM ice a>;:!i.i; * t . • " as * • r .mp i e. d b/ th- 



p a pel . ics., 
i' 1 . : ch<"" - 1 



Federal Be.vau of ' ap ran r i c sii i ; - a>atc ippr ai: icesl 
a ive been establi ! ■ hat :aich am i t t ee ■■ at ) . . i 
authorises a-, craft a J\ i sory i - tee s . \1^k \ aa their -.ta: »- as 

• cin ol vl. strict coi.i;:ii ■ * i c should bo ' • t ;iM * -he J . . .e,pi . iiti.icit: 'n 
t\\i> capacity. "til.;. 'a; a y*:u\ apprent a \\. committer in a da * 1 
capacity " a- ■ n.uca hiph**r dr rve e:' c lorwin-u ■ n .a-: co- 

-aait i ^; i 11 l\ V'-i.. a t!\:ai;n^ r.e the -raft; ; r " -:a"ip 1 1* , :u*e- 
.ppren\ . ce , i{ : ■ f -n t i . e , ,i:al t' »\xd---e\ 1 en--, i .»n ' va imm. 5 , .'>.. a < ; ;ii:t i t \ - -a.-. 
are e.-.pec i a i I y ai\antape-a- ai »;:. a«aie ; i jh. ;m,--, ; a-::iti-a« rr prej-a raior 
T:\iMie'-. aiti'' a;--*' .:t i a-:, \ y . Ih.i imhMii;-: :ai t ■ ' iounates the 
c ar>fusi->n -.s;i !; on ai ar • • • uhen i-are than one . .. a, i t r , ■■; ut i 1 i .a d 
in trainia; f .r a sp-i ific craft :a \ ' rr. rk-.-- iraa. .Viien ic it ap- 
yr>;\i i. h : a -""aat.M ; a». u-a\! in du.i. cp i a,..ty, they i l aid 

v iea r! ; :.»:.!■ - r ■ t .i ad f ' a i f r\ •••■nee be! ..- a u ? ■ ■ r " . f : < .a an t : ■• :p- 
prer.ti*.-- aip •n-*i.«- a>r! prop ■.;»:; uid ; r , aia ; aa-. a. 

ca aa- :* a "-a 'a ' i 1 " v a «■ i p ■'• a' r : , 

. : a ■ i ^ i a t a p; r -a : : : ■■■ : a t - , • . * i-- ■ a I y \ P ; n : r >■ •« , i 

1 ^a t a- " t v,i i d ■ , - . .. • i ' t n • ■ ,, ■ T ndi: ■ ; : ■ : , • : -a ai i ai r i • v . , 

irai/er , ,u; T . r i • ■ ■ • I. .a i ■. - a! , e ; ; j-p r J »■ : ! ; i ' a :-im , : tee ? - 

■"•'P.'.' in ,t...i .■ a^ aa a- ? a - . : .n'ia a ,: -. .»a • , M » a : 

r riK * ir-n fa- i : r-.,a ,«■''-, -ar «*t a v ■-;>! * ; a m . : cf » in - n T ■ • 

t aa craft. . L I, Pa.-v- -3 S a"d '.>„ i'art i - ia* a i .:,;!.;:! State 

^ i ar: f ,* . " m , I . aia ; ' tu-: " , • a; , IT;, 
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distinction Uo r *cer: S choo l Advisor) Comm itte es an J I .o e a I . i u i a t 
Apprent icesh iy Cunun i 1 1 ecs " ~ — ' 

While it is recommended thru local joint apprent i c^-ship committees 
also be used as craft ad v i .ory :onmittec-s to the schools on all school 
training pertaining to their l .. sptvtive crafts, it should In- Kept in 
mind that the functions ai..J responsib- 1 ' i '-s of the committees in 
their two capacities are entirel y d 

.Joint apprenticeship con-: .ttce< an. -id-as n i st rat ive in nature 

on natters pertaining to apprentice., . ri.-adard". They are advisory, 
*n ly , wher; he i m* i . t i 1 i zed by t he sche «>1 s . 

v.-.-ae ril proo. dun- for usiny, th.es.- commit tee-, in a dual capacity is to 
have rh-cm meet as joint apprenti cesii i p , — uttees, completing their 
agenda for this program, and then become ra ft v uv i sory commi ttees 
acting on the a.t:ond;i pr^senU'd by ■ chool authorities on school tcain- 
m« problem*; p.- ri a io :.\ _ ; in choir crfts. Thi s el initiates : he necessity 
tor calling the commit ceo out on r?-^ separate occasions and also 
avoids the Cv.mfusion and misunders; .ndinjj wMch run prevail in the 
minds l} f members when administrative matters pert :ii innr 'n > a- 1 he- j ob 
training and Thr-o relnti:- to school training' are beiny considered. 

ui- ; tiqa.s (jn u ; /i \.\; "!A"i ion v;n mjnm .uninv. or r,i.Ni:*-\\i. \m, ck-mt 

COMMI'I iWXS 

When a craft ad.i^ry committee,:, first c ry.aK i ::ed , r is advisable 
to reuy:est rhe respective firms or f-r^ai* i «a t ions t o submit thdr 
nominations of nernbe r., for sta^o'reu *orns of tenure, example, 
in the ci'e- of a three-throe craft em »\. i 1 1 ee , one -a-; .'.or from each 
•e!e servo, for :i one-year term, of - for a ti.o--y.aar term, arid one 
tor a three-y ar tern. All -aibseuu.. at appointment <■ ire for :i three- 
year term. Tors e 1 i m?. nate*. f ho p«as ; i J * y of a c<implet< change of 
:o:nmitree member^, th:.s providing, ' a- ■. chool:; i. i r h a .air I - ; . of ox- • 
perionced i:!c: ! :ber-- ■ t.e c< ■: ,1.1 i t t ee ?r ali i lines. It is well to stress 
Aith *he respect or.ployei mJ craft oryn n i ::c* i « .jvi thv ! .'iport ance 
of nonnaatinj 1 , lb:.- e represent itive< who have an in--, n- ■ I in the occupa- 
tion and !'.e r. ;:pc and i i 1 i njya- -;s to carry eat ti ■ i r n • ore., i h i 1 i t i os 
is n< mbers, inclulinw ntter.cuiee at meotinys. f\hen a committee member 
be-, or*, s irroyular in a '. i eiu?a:»ci- a: ..oninjo, ra. ahaol uithorities 
•h 1 d vaji. • .- r j; s a r . e-aT . on fo r a rep ; ac-.i::e:, ; . \ similar .r a i»- 
cer-d t t::i for -mho r ■ : ay h" ina-': 1 a :1k- f ri'.an i :.al i -u uf ti;e ' 
>:erv. sal aav i • j-y corinitT^e /-eaati na I '-lace ■ - and t\>r 1 ala-try 

adv i .or. «nir. ! t re,-: . 



\t tl;e t 



e riT-. f ni-etiu;.'. of an advi -ory c« i t t e- • , a : . .r* «'.tativ id' 



the vocal. ioi: « 1 department the !oca! .chotW sv,te; sieaiid st 



s-. tei;: ; ><irary chairman, , r h' :' i r 1 n -de r of ia; ■. i no ■ sh.iuhi ! >e a d.is.. 
ci. sion of "he rurpe-se- and f ur-c t i a- : , of f ia- tei^e-r cm! r ho i a I • e 
ti^n of .i v Miaaaa tad secretary fe -^rve tor a <i. fi;?i?e period. !r 
: ' ■ u : 1 1 * e ■■ ■ 1 1 d ?hat ejac of th-'.e off c.-rs cue from f'e a:eO ove 
r, T : '- 1 r tt»;c . t ia the c:e-- -if iiu!-.eM-\ <r cr.jft ^ato-; 
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The agenda should be prepared prior to each Meeting and sent to each 
member far enough in advance to permit consideration of the problems 
and topics to be discussed by committee members. Attendance ;>: com- 
mittee meeting is considerably better when members are reniJK.cS by 
telephone just before the meeting. Where possible, it is well, at 
least once a year, to hold a general meeting of all. advisory com- 
mittees where an open discussion of the total* program of vocational 
education may he conducted, Through such a meet i in;, members of all 
committees become better accounted with the total program and the 
accomplishments and progress of the specific activities and services. 
All recommendations and suggestions of a committee should be formal 
and made a matter of, record in the committee ninute<« It should 
also be a part of the committee's responsibility to follow up ail 
recommendat i6ns . - 

UTII.I.irNd TUI: SliRVICfcS 0I-" AbVlSORY COMMllTLF.S IN PUBLIC KF.I.ATIONS * 

\dvisory committees are an excellent medium for pi h lie iz ing the 
vocational program and the building of strong public relations. 
V.ach member of an advisory committee si ould be encouraged to carry 
hac»\ to his organization complete information on the objectives and 
accomplishments of the whole vocational progra as well as those of 
his own specific field. Member* of the general committee, as/well 
as of craft committees, are extremely helpl.il in gaining proper 
recognition and support for financing vocational programs through 
their appearance n t meetings of tiie board of >• icat ion, community 
■ /I'gan i r..-.t i oils , and ntiic r groups whose support is essential to the 
e f f e c 1 1 v e n e s s of the program. 

In <ome common i L ies , it has been foun. 1 to be unite beneficial r >^ 
conduct an "open house" where significant activities and sen ce»- 
of fhe vocational education prog ram via/ be exhibited to the «• -r.il 
public. i'hi'-. tvpe of public relations becomes e>p» j :i 1 i >* >-j i'i v *. i ve 
when an "open house" c: immi ? * o** composed of representatives from the 
general a. d craft advisory comm i 1 1 or s assists school autjiori t i e " jn 
pluming and pub 1 i c i :: i ng the program, '..ommiltees may also be 1 - - 
fui in securing newspaper and rad i * .aihlicity for the vocational 
program. It is advisable ? 1 ut i 1 i ::e committee ri'.r'-crs in connect 1-^n 
with special program activities uid ivot in-.^ in which tl^eir coopera- 
tion and participation will be of inter. 'St. At'lvifics of this 
natuv • by committee ;*.a a ; l ,,< ■' have a tone aic\ 'o ..rouse their 
enthusiasm ami support \'^r the p> s gram. 

Scb.ool .-jut iiori t ; e ■ A\< - Id not hesitate to ' f he i r proMorr. ! ».» 

the advisory romni I tee>. !, ai.ll>, the corr.iM will b ■ r-^ab- ,nnl 
willing to as i v *t in every way i:\ bringing ab.»u: a sound auc. 
•■it rue t t Vr training, program. 

I MIM }\lT,\i T I'OI, VIS \n KhMbMiM-M • i i'.HI.\ Is'ii! \KISnP.Y 0)M' ! [ I i ! I.S 

hxperience ! \ wording with ulvisory 1 1 ee«; has ernnhri -i <vi c< tain 

working prin. iples an.' met hod tbit 'M-:ld ht !■ e-u in mind as ,i guide 
to succc fhe foil <w mv "ire [fvc- ei^tvd f«w ar; iteration: 



Committees are not administrative" in their functions, but are 
organized for the purpose of advisi-ng ar.J counseling with the 
school authorities on matters concerning the program and 
making suggestions .and recommendat ions for the guidance of 
local school authorities with respect tj program operation. 
They should be given a clear understanding of their objectives 
and responsibilities at the outset of their service. 
• 

Since members of committees serve on a voluntary basis, they 
should not be expected to carry out functions in which con- 
siderable detail work is involved* 

School authorities should acquaint committees with the total - 
vocational program including all of the various services. 

Informational material in the program should be put in the 
hands of each of the committee members and this material 
should include pertinent releases and publications of the 
local board of education, State Superintendent of Public 
Instruction, and the U. S. Office of Education. 

Regularly schcduled^meetings shbuld be held and special 
meetings may be calfed at the request of school authorities, 
the chairman of the committee, or any three members of the 
comm it tee . 

Insofar as possible, committee meetings should be held at the 
building i: which the training program is conducted. 

Comr. .ttees working in connection with new programs or courses 
should mer* at least once a month during the first year of 
operation jf until such time as. the program is functioning 
smoothly . 

All cojnnii trees should meet ru-t less than four tines during 
the year. 

All facts pertaining to lj... phase of the- program ;?vr which 
they are particularly responsible should be ma<ie available 
to • her . 

Consultant s from i industrial organ i zal • ous a:iu agencies 
should be made available to the ecu ' ittcc. in p/oviding 
specific information that may be needed. 

A representative of the vocational i.OfVi^.i'vnt »f the loc:il 
school sysTe;n should be in attci. 1 trice at all .ectings. 

In programs where supervisors and/or coordinator:", are employed, 
the supervisor and/or coordinator responsible for the particular 
program for u'uch the co^Lttcc is responsible sh» aid he in 
attendance at all .Tiec r }p<* c . 



13. * Instructors should attend committee meetings when -requested 
14. 



15. 



16, 



Complete information on the financing of the vocational education 
program should he available to all committees. 

Information on existing' and pending vocational legislation should 
be provided to all committees and the aid of committees should be 
solicited In support of constructive new legislation. 

School officials should maintain a complete file of the minutes 
of all committee meetings. Copies of minutes should be dis- 
tributed to all committee members and alternates. 

PITFALLS TO BE AVOIDED IN WORKING WITH ADVISORY COMMITTEES 

The skill with which the organization and wor.k of advisory committees 
is managed by the local school authorities will, in a large measure, 
de|c*rmine the benefits that may be derived from their use. In this' 
connection, it nay be well to -keep in mind possible pitfalls that 
* may be encountered if not avoided through recognizing them in advance. 
Sciiool authorities should not: 

1. Hand-pick committee members. 

2. /Permit committees to become administrative in their functions. 

3. Conceal facts pertaining to a program from a committee. 

4. Entvr into labor-management controversies. 

3. i Fail to keep it copy of the mir-ites of each meeting on file. 



1 

6. 
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Take action within the renin of a committee's advisory function 
wj.thv.Mt first consulting with the committee. 

Start programs before meeting with and consulting the committee 
involved. 

Start production projects %ithin the training program before 
conferring with the interested committee. 



high "points in run infi-ki-st oi- hi : f!:c:tivi; instktiction 

1. The objectives of a vocational education program :an best be 

accomplished when the training offered is planned in cooperation 
with management and labor representatives of the industries 
.served. 

The full cooperation and support jf loan industry and its 
workers can be expected v./cn. anc only when, their representa- 
tives have had a part in <.L u- rmi ning '.raining needs, planning, 
and operating the program through recommendations and 
suggest ions . 



Committee members will be truly representative^ of their respec- 
tive organizations only when they have been selected hv such 
organ i nations. ^ 

When more than one committee becomes involved with training for 
a specific craft or occupation, the overlapping of func trans 
tends to disrupt the efficient operation of the training prop ram 
and it is, therefore, advisable to utilize exist ing committee 
members whenever possible for advisory purposes in connection 
with the school program. 

Any vocational program which atteirpts properly to serve indus- 
try arul trainees must have the respect and confidence of the 
industry served; and^the degree to which this re; pec t .arul con- 
fidence exists is admeasure of the value of the program. 

Local advisory committees should be fully informed of their** 
functions and respw::s ibi li tic- at "their first meeting in order 
that they may understand clearly the purposes and limitations 
i'/f tnefr service to the schools. 

Advisory covx rtecs should he informed that training offered 
through the preparatory or pre-apprent. i ce courses is design 1 
not to prepare finished workmen f Mit to prepare students for 
/entrance ijato their jobs as uppn at i ccs or learners; and, on 
I this basis, credit for this preliminary training mav be 
■arranged. . v 

Instructors of vocational subjects should be a;ccptahk' to 
the manag'er.ynt and labor representatives on advisory a:!:mi : ? ees 
from the standpoint of both occupational comr-tence anc* -personal 
qua I i t i es . > 

'."raft for occupational J advisory committee- can' be u ;< d in 
planning training and courses and also in revising pro-ram-- 
and courses to meet the ./Hanging conditions ■ ;i industry and 
re(|ui renents of industrial workers. 



> v> r . v 



The cooperation and support of industry and industrial 
cannot be secured through' the in ore appointment of a eonv.it t. 
The committee must be active and functional in r he do: r ! on ■.. 
and in. t i nt i.iiance of the program. 

l.xpe rience proves t hat vocational euueat ion .an |mv,"v i .h- r.- 
highest degree of service to both industry and trainer-, f ir : I % 
when the trailing programs aro planned ana majriijed w : * s thv 
advisory assistance of mana-enont ;uui workers. 



